Chameleon

Data cleansing using the quick search

Use the quick search to find contact records with blank fields, badly formed email addresses, duplicated records, or that have
no CV attached to the record, to help with updating and cleansing your database.

Find records with blank fields

o Using the quick search, select the field you
wish to search for from the first drop down ® (2
box.

9 From the second drop down box select
Exact and then type the word nothing into
the search text box.

Press Go and this will list the contact
records containing the blank fields in the
results grid for you.

Amend badly formed email addresses

o Using the quick search, select Email from
the first drop down box.

9 From the second drop down box select
Exact and then type the word
badaddress into the search text box.

9 Press Go and this will list the badly formed
emails in the results grid for you review
and change.

Find records with or without attached CVs

0 Using the quick search, select ID from the
first drop down box.

@ From the second drop down box select o P 03}
Exact and then type either the word
hascv (for records with CVs attached) or
nocv (for records without CVs attached)
into the search text box.

Press Go and this will list the contact
records with/without CVs in the results
grid.
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Duplicate records
It's possible to search and identify duplicate records by different fields, for example mobile telephone number, email or name.

Identify duplicate records

0 Using the quick search, select either Email,
Mobile Tel or Surname from the first drop

down box.
Tip: The “Surname” search will find (1] (2] (3]
duplicate records based on Forename and )

Surname in this instance.

9 From the second drop down box select
Exact and then type the word duplicated
into the search text box.

Press Go and this will list the contact
records containing the duplicated fields in
the results grid.

Delete duplicate records (5)

@ Select the New Basket button and enter a
unique basket name in the ‘create new
empty basket’ pop-up window, and save the
entry.

@ Drag-and-drop the duplicate contacts you
want to delete onto the basket.

@ Select the basket to open it, and press the
Delete all button to permanently remove
the contacts in the basket from the
database.
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Duplicate record baskets

It's possible to identify duplicate records using three special baskets that support the duplicate finding technology from either
the Clients or Candidates tab.

Create duplicate baskets

Select either Clients or Candidates from
the Smart Navigation.

Example: In our example we will be using
Candidates. (2]

@ From the search results page select the

New Basket button and in the ‘create new
empty basket’ pop-up window, enter one of
the following basket names, exactly as they (3]
appear below:

Duplicates By Name
Duplicates By Email
Duplicates By Mobile

Tip: It's possible to create 3 seperate

baskets and run them at the same time. (5)
It's likely there will be matching contact (4]

records between some of the baskets

where information is duplicated.

g Ensure you Save the basket.

@ Select the basket from the left hand
navigation.

Tip: It may take a few seconds to open as
the records re-generate each time the
basket is clicked.

@ Within the basket you will find all the
duplicated records. Use the basket to sort
through and update the records.



