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Preface

This guide provides step-by-step instructions on how to use eGrabber DupChecker for ACT!
effectively. This software enables you to maintain a duplicate free ACT! database. To start with,
you can work with the sample databases provided with the software.

Follow the conventions for better understanding of the product.
What is on the CD?

The eGrabber DupChecker for ACT! CD contains the following:

Installation File The files required to install eGrabber DupChecker.

Quick Start Guide Quick Start Guide that guides you to start working with the product.
Read me (Readme.Txt) Text file that provides technical information.

Sample databases Sample databases for evaluation purpose.

Conventions

The following conventions are used in this guide:

Convention Description
(¥ Note: Important or supplemental information.
- Tip: suggestion that is supportive.
A Warning: A caution message.

1. About eGrabber DupChecker

eGrabber DupChecker for ACT! enables you to maintain a duplicate free database. It is the
quickest way to find, merge/purge all duplicates or near duplicates in ACT!

This software, once installed, is added to the ACT! menu bar. Whenever you want to check for
duplicates, you can make use of the eGrabber menu in the ACT! database.

To find the duplicates, eGrabber DupChecker matches records that are similar in the following
attributes:

Phonetically

With spelling errors

Abbreviated in one and spelt in another
Name and company swapped

Partial matches



2. Using eGrabber DupChecker

eGrabber DupChecker for ACT! is accompanied by two sample database files in the CSV format.
1. Sample Database (60 records)
2. Sample Database (150 records)

You can find these files in the folder where eGrabber DupChecker for ACT! is installed.

Click Start Programs  eGrabber DupChecker for ACT!  Sample Database to open the
sample files.

For evaluation purposes, you can import these files into ACT! and test DupChecker.

When you complete the installation of eGrabber DupChecker, an additional menu, DupChecker,
is included in ACT! Menu bar

Open the ACT! database to be checked for duplicates.

Click Find Duplicates on the DupChecker menu.
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Figure 1: DupChecker Menu added to ACT!

This opens the eGrabber DupChecker Grid with the duplicates found in the currently opened
database. If you are launching DupChecker for the first time, you are prompted to login to ACT!
database from DupChecker.

Another method to invoke DupChecker is:

e Click Start > Programs > eGrabber DupChecker for ACT! > eGrabber DupChecker
for ACTL

In the DupChecker grid that is displayed, click File > Find Duplicates.
2.1. Database Login

You have to login to the currently opened ACT! database from eGrabber DupChecker for the first
time.



The ACT! 2010/ 2009 / 2008 / 2007 / 2006 Link Options window appears automatically when
you launch eGrabber DupChecker.

ACT! 2007 Link Options [Z!
Logn | About |
Database File . [ments\ACTAALT for Windows S\Databases\Sample pad
Uzemame ; |
Passwoud : |
Fiesul: Login Succes:
Ok | Cancel Ay Heip

Figure 2: Login to ACT! database

Enter the following detalils:

e Database File: The database name and path of the opened ACT! database is
automatically displayed.

e UserName: Enter the login name of your ACT!
e Password: Enter the password to access your database.
e Click Login to get access to database.

The message Login Successful appears in the Result area.

Click OK to save the settings.
2.2. License Key information

You can purchase a License Key based on two factors:
1. Record Size (5000 to 150,000)
2. Validity period (30 days or 365 days)



Read the following instructions carefully before registering your License Key:

Once associated with a database, you cannot use the same Key for another database. You
need to purchase a different License Key to check for duplicates in another database.

The validity period is calculated from the date on which you have activated the License.
Once the validity period expires, you cannot extend the same License Key for more number
of days. You need to purchase a new License Key.

If your database exceeds the record size of the License, then DupChecker will process the
records as per the licensed record size. For example, assume that you have purchased and
activated the License Key for 10000 Records. If your ACT! database contains 12000
records, only the first 20000 records are checked for duplicates. To process all the records,
you need to purchase a new License Key that supports more record size.

Decide the best scheme according to your record size and your requirement of validity period.
Now you can activate the License Key to work with DupChecker.

2.3. License Activation

After purchasing the key, you can activate the License as follows:

*

*

Open the ACT! database that should be checked for duplicates.

Launch eGrabber DupChecker and click Tools > Activate License.

The License Activation dialog box appears prompting you to enter the License Key.
Enter the License Key and click Permanently associate the key.

Once you enter the License Key, the Key is associated with the currently opened ACT!
database.

eGrabber DupChecker for ACT! - License Activation EI
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Figure 3: License Activation

Once you enter the License Key, the Key is associated with the currently opened database in
ACT!. You cannot use the same Key for another database.



2.4. Run in Trial mode

If you want to evaluate DupChecker, click the Cancel button.

Next, click File > Find Duplicates. Now a License Activation dialog box is displayed as shown
in the following figure.
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Figure 4: Run in Trial Mode
Click the Trial Run button in this dialog box.

DupChecker is launched in the trial mode.

In the trial mode, the first 200 records are checked for duplicates and you can use DupChecker to
check for duplicates in any ACT! database.

Now the DupChecker Grid is displayed.

3. Generate Duplicate Analysis Report

You can run the duplicate report for getting a summary on number of duplicates present in your
ACT! database.

Click DupChecker > Generate Duplicate Analysis Report (free) from the ACT! menu bar. This
option generates a report on the number of duplicates found in the currently opened ACT!
database.

You can also click File > Generate Duplicate Analysis Report (free) from the DupChecker
menu bar to run this report.

The Duplicate Report displays the number duplicates found in the currently opened ACT!
database.



The Duplicate Analysis Report displays the number of duplicates along with the break-up details
like number of duplicates based on

e Name/ Company
e Emall
e Phone Number

e Address

-

== eGrabber DupChecker for ACT! - Analysis Report
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Figure 5: Duplicate Report

If you are running a trial version of DupChecker, the report displays only part of the duplicate
records. In addition, you can run this report only once in three months in the trial version.

You need to purchase the full version of DupChecker to view all the duplicate records found and
to merge/purge them.

Click Email this report to send the contents of the report as email message.
Click Print this report to print out the report.

Click Close to view the duplicate records in the DupChecker Grid.



4. DupChecker Grid

Once you activate the License Key, the DupChecker grid is displayed with the duplicates found in
the currently opened ACT! database.

The first record in each group is considered as the “Reference”(Ref) record and the matching
percentage is computed based on this record.
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Figure 6: DupChecker Grid

Duplicate Filter: The duplicates can be further filtered by selecting the Match Percentage and
Duplicate Criteria.

Match Percentage:

e Select the Match Percentage values to view duplicates between specified ranges of
percentage. By default, the percentage values range from 80% to 100%. You can select
the range from 50% to 100%.

e Select the range of values and click the Go button to view the results.
Duplicate Criteria:
The following options are available in the duplicate criteria:

* Match All Business Fields (Business address including name and company)

Match Name and Company

Match Name Alone

Match Company Alone

Match Email Alone



e Match Phone Alone

e Match All Address Fields (Business address including State and Zip)
e Match Address Alone

e Match State Alone

e Match Zip Alone

e More...

Select the duplicate check criteria and click Find Duplicates to view duplicates based on the
criteria.

Click More to setup your own duplicate check criteria. You can select the fields to be checked for
duplicates. The criteria setup using the More option checks for Exact Match only.
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Figure 7: Setup Duplicate Check Criteria

The fields available in your ACT! database is displayed on the left pane. Select the fields to be
checked for duplicates.

You can select a maximum of three fields.
The duplicate check is performed based on exact match only.

Clear All: Click here to clear all the checkboxes. This ensures that none of the fields is selected
and enables you to select the required fields without looking for the already selected fields.

AND: Click this option to check for all the fields. That is if all the selected fields match exactly,
then only the record is considered as duplicate.

OR: Click this option to check for any of the fields. That is if any one of the selected fields
matches exactly, then the record is considered as duplicate.

As you select the fields to be checked for duplicates, the corresponding condition appears in the
drop-down list. For example, if you select to check based on First Name, Last Name and
Company, the condition is displayed as Exact Match - First Name AND Phone AND Email.
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Figure 8: Duplicate Criteria

When you click More to setup another duplicate criteria, the newly selected criteria replaces the

existing criteria that has been already setup using More option in the drop-down list.

@ The duplicate check criteria can also be setup using DupCheck Filters.

You can handle the duplicates with various options and save the duplicates using the menu bar

and the toolbar.

5. DupChecker Menu Bar

The eGrabber DupChecker contains the following options in the menu bar.

File:
Option ‘ Function
Open Open the saved file that contains list of
duplicate records.
Save Save the current session of duplicate records
displayed in the DupChecker Grid.
Save As Save a copy of the current session in a

different name.

Find Duplicates

Search for duplicates in the currently opened
ACT! database and display the results.

Export Selected to CSV

Export the selected records to CSV file.

Export All to CSV

Export all the records to CSV file.

Exit

Quit DupChecker.

4



Edit:

%

Option | Function

Copy Selected Copy the selected records to the clipboard.
Note: When you select any record, it is copied to the
clipboard along with the reference record. When you
select the reference record, it is copied to clipboard
along with all the records related to the reference
record.

Copy All Copy all the records to the clipboard.

Select All Select all the records.

Find Search for a record.

Mark as Not Duplicate Mark a record as Not Duplicate

Report an Issue Send an email along with the log files to
support@egrabber.com

View:

Option | Function

Merged Records History

Display history of merged records.

Non Duplicates History

Display history of records marked as not duplicate.

Merge:

Option Function

Merge Preview

Merge the duplicate records into single record. See:
Merge Preview for more details.

Merge All

Merge all the duplicate records with the corresponding
Ref records. See:_Merge Selected

Merge Selected

Merge the selected duplicate records with the
corresponding Ref records. See:_Merge All

Group Selected

Group similar records under separate groups. See:
Group Records

#(
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Tools:
Option

Options

‘ Function

settings.

Open the Options dialog box to modify the default

View License History

Display history of License keys.

Activate New License

Activate currently opened database with License Key.

Live Update Update DupChecker with latest files.
Help:
Option ‘ Function
Help Launch Help Topics
Quick Start Guide Launch Quick Start Guide that explains the basic

features of the Software.

About eGrabber
DupChecker

Display information about DupChecker like version
number, copyright and contact information.

6. DupChecker Toolbar

The eGrabber DupChecker toolbar contains the following commands.

Option ‘ Function
(@0 Opens the saved file that contains
pen : :
list of duplicate records.
Saves the current session of
Save duplicate records displayed in the
DupChecker Grid.
cave A Saves a copy of the current
Fl Sawe As
session in a different name.
o = To end the process of duplicate
op
check.
Open the Merge Preview dialog
[T] Merge Preview box to merge the selected
records.
= Merge &l Merge all the duplicate records.




Merge the selected records into
[ Merge Selected one record and delete the
duplicate records.

Arrange the selected records
§H Group Selected

under a group.

Report your problems to

F:_-x]_\ Report an issue
support@egrabber.com

Open the Duplicate Settings
£ Optians dialog box to set the duplicate
filter criteria.

@ Help Launch the Help Topics.

Select the range of percentage
and click Go to filter the
80 - = 100 -~ ()

duplicates based on the specified
range.

Select the duplicate check criteria
Match All Business Fields * (D)Find Dupiicates and click Find Duplicates to view
duplicates based on the criteria.

Indicates that the records match
#® Exact Match
exactly.

Indicates that the records are
® Similar Match L. .
similar and match approximately.
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7. Shortcut Menu

%

In the DupChecker Grid, right-click to access the Shortcut Menu. You can select the records and
handle the duplicate records by using this menu.

The Shortcut menu contains the following options:

Option Function

Select/Unselect Set

Select/deselect the set of duplicates.

Select/Unselect All

Select/deselect all the records.

Find

Search for specific record.

Mark as Not Duplicate

The selected record is marked as 'Not
Duplicate'.

Merge Preview

Open the Merge Preview dialog box.

Merge All

Merge all the duplicate records.

Merge Selected

Merge the selected records.

Group Selected

Add the selected records to a group.

Copy Selected

Copy the selected records to clipboard.

Copy All

Copy all the records to clipboard.

Report an Issue

Send an email to Support team about
problems.

Export Selected to csv

Export selected records to CSV file.

Export All to csv

Export all the records to CSV file.




8. Customize DupChecker

Click the Options button on the toolbar or click Tools > Options.

In the DupChecker Options dialog box that appears, you can modify the following default
settings.

Option Function
N7 . L
1] Setup the duplicate check criteria.

Cup_heck Filkers

3

Merge Setkings

Setup to merge based on selected contact record.

a Setup to display the fields as columns in selected order.
Display Settings

Click the appropriate Icons to setup the options.
8.1. DupCheck Filters

In the Options dialog box, click DupCheck Filters.

d You can also select More in the Find Duplicates drop-down list in the DupChecker Grid.

The fields available in your ACT! database are displayed under Exact Match Option.

eGrabber DupChecker for ACT! Options - Duplicates Filter
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Preferences =

Figure 9: DupCheck Filter



Select the fields to be checked for duplicates.

@ The duplicate check is performed based on exact match only.

You can select a maximum of three fields.

Clear All: Click here to clear all the checkboxes. This ensures that none of the fields is selected
and enables you to select the required fields without looking for the already selected fields.

AND: Click this option to check for all the fields. That is if all the selected fields match exactly,
then only the record is considered as duplicate.

OR: Click this option to check for any of the fields. That is if any one of the selected fields
matches exactly, then the record is considered as duplicate.

Click OK to save the settings.

The selected criteria appears on the DupChecker Grid prior to the Find Duplicates button. Click
Find Duplicates to check for the duplicates based on the selected criteria.

8.2. Merge Settings

You can select to merge the duplicate records to the Reference record. Usually, the record that
contains maximum information is selected as Reference record by DupChecker.

You can setup to change another record as the Ref record.

In the Options dialog box, click Merge Settings.

eGrabber DupChecker for ACT! Options - Merpge Sellings
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Figure 10: Merge Settings



Under Merge Contact Based On, select one of the following options:

Keep most recently edited contact and merge other contacts to it: The most recently
edited contact is considered as the Reference record. The other records in the Duplicate
set are merged to the most recently modified contact.
Keep least recently edited contact and merge other contacts to it: The least recently
edited contact is considered as the Reference record. The other records in the Duplicate
set are merged to the least recently modified contact.

eGrabber Default: By default, the record that contains maximum information in the
duplicate set is considered as the Reference record. The other records are merged to
the Reference record.

Under Additional Items, select the items to be moved to the Reference record from other
records in the duplicate set while merging the records.

Click OK to save the settings.

8.3. Display Settings

You can setup to display the fields in the DupChecker Grid in selected order.

In the Options dialog box, click Display Settings.

eGrabber DupChecker for ACT! Options - Display Settings
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Figure 11: Display Settings

On the left pane, the Available Fields in the ACT! database are displayed.

The right pane displays the fields displayed in the DupChecker Grid.

e Select the field name from Available Fields and click * to move the selected field to

Show as columns in this order.

« Select the field name from Show as columns in this order and click _*_ to move the

selected field to Available Fields.

#1



After moving the required fields to the Show as columns in this order pane, you can use the
Move Up and Move Down buttons and arrange the fields in preferred order. The fields are
displayed as columns in the DupChecker Grid in the selected order.

Click Reset to get the default fields in the Show as columns in this order pane.

@ You can move a maximum of 12 fields to the Show as Columns pane. You cannot select or change the
order of the first two fields (Match ID and Match %).

Click OK to save the settings.

9. Handle Duplicates

You can handle the duplicate records by various methods:
e Merge the duplicates into one record. The rest of the records are deleted automatically.
* Merge the duplicates into a new record. The duplicate records remain intact.
e Group the duplicate records under an existing group or a new group.
e Mark the record as 'Not Duplicate'.
Select the set of duplicate records and right click. From the shortcut menu that appears, select
the required option to handle the selected duplicate records.

9.1. Merge Duplicate Records

You can merge the duplicate records into a single record or a new record.

Select the duplicate records to be merged. To select the record, click the checkbox displayed
prior to the record.

Now click the Merge Preview option. This option is available in the:
e Toolbar
e Merge menu
e Shortcut menu

The Merge Preview dialog box appears and you can control the merge process in this dialog
box.



2 eGrabber DupChecker for ACT! - Merge Preview
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Figure 12: Merge Preview

e You can select the record that should be considered as Ref record (click the header
Source Recordl or Source Record? to assign the Reference record.)

e You can also select the field values to be retained or updated in the Ref record using the
drop down options available for each field.

You can merge the records by any one of the following methods:
Test Merge
e A new record is created with the values in the Merge Preview column.
e Other records are left intact.
Merge/Purge
e The Ref record is updated with the values in the Merge Preview column.

e Secondary contacts, Notes, Histories, Activities, Opportunities of other source records
are merged to the Ref record.

< All other source records except the Ref record are deleted from the database.

e All the merged records are grouped under eDupMergeGrp in ACT!

s You can view the history of merged records from the View Menu.

9.2. Merge Selected / Merge All

You can merge the records without opening the Merge Preview dialog box.

To merge the selected records only, click the option Merge Selected. To merge all the records
displayed in the grid, click Merge All.

“#



These options are available in the
e Toolbar
e Merge menu
e Shortcut menu

The duplicate records are merged to the Ref records and all other related records are deleted
automatically.

s You can view the history of merged records from the View Menu.

@It is not possible to retrieve the deleted records. Ensure that you are selecting appropriate records for
the merge process.

9.3. Group Similar Records

Instead of merging the duplicate records, you can also maintain the similar records in a group.
While you merge the records, the duplicate records are deleted and it is not possible to retrieve
the deleted records.

You can add similar records under different groups that enable you maintain all the records
without deleting them. You can later analyze the group of records and delete the duplicate
records.

Select similar records and click the Group Selected option. This option is available in the:
e Toolbar
e Merge Menu

e Shortcut Menu
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Figure 13: Group Selected Option
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In the Group Selection dialog box that appears, either select an already existing group name or
enter a new group name.

eGrabber DupChecker for ACT! - Group Selection El

Figure 14: Group Selection
Click Group and eGrabber DupChecker for ACT! adds the records to the appropriate group.
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Figure 15:Grouped Records in ACT!

The selected records are grouped accordingly so that you can later refer to them and handle
them appropriately.

9.4. Mark as Not Duplicate

You can mark a record as Not Duplicate.
Select the appropriate record, right-click and select Mark as Not Duplicate.
The record is removed from the DupChecker Grid and marked as 'Not Duplicate'.

When you check the same database for duplicates again, the records marked as 'Not Duplicate'
are not listed in the results.

7 You can view the history of records marked as Not Duplicate from the View Menu.

10. View History

You can view the history of merged records and the records marked as 'Not Duplicate'.
History of merged records.

Click View > Merged Records History.
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Figure 16: History of Merged Records
The details of merged records are displayed in the Merged Records History window.

History of records marked as Not Duplicates:
Click View > Non Duplicates History.
The record is removed from the DupChecker Grid once marked as Not Duplicate.

The records that have been marked as 'Not Duplicate' are displayed in the Non Duplicates
History window.
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Figure 17: History of Non Duplicates

You can again mark the records as 'Duplicate’.
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In the History window, select the records to be marked as 'Duplicate’. To select all the records,
right-click and click Select All.

After selecting the appropriate records:
e Click Set As Duplicate.
[OR]
* Right-click and click Mark as Duplicate.

Now you can again view the records in the DupChecker Grid.

11. Export Records

You can also export the list of records displayed in the DupChecker grid to a CSV file. If you
delete the records by mistake, you can retrieve the deleted records from the CSV file.

e To export the selected records, click File > Export Selected to CSV.
e To export all the records, click File > Export All to CSV.
You are prompted to enter a file name for the CSV file.

It is recommended to export the records before deleting them. In future, you can refer to the CSV
file for deleted records and if required, you can import the records into your ACT! database.

12. Report an Issue

If you encounter any problem while using eGrabber DupChecker, send the log files to the support
team to get the problem solved.

To send the log files:

e In eGrabber DupChecker Grid, Right-Click and select Report an Issue to send an email
along with the log files.

[OR]
e In ACT! menu bar, Click Report an Issue on the DupChecker menu.

You can send your suggestions and feedback to support@egrabber.com
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13. License Agreement
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