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… now true System Integration is no longer ‘Nirvana’
www.singleclicksolutions.co.uk
Author: George Kounis

gkounis@singleclicksolutions.co.uk

There is universal agreement that organisations benefit by having a Single Contact View or SCV (a combined view of the activities of a contact with an organisation, amalgamating financial data, for example, from the Accounts System with sales data in CRM).  There is also universal agreement among the experts that a fully integrated, active system is ‘nirvana’, something that we aspire to but does not quite happen.
With the recent launch of CIMS from Single Click Solutions, this is no longer the case.
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What are the options?
If you need a SCV, what are the options available?  

Short of leaving users to their own cut and paste devices, the options fall into the following categories:

1) A data warehouse or several data marts. These can be snapshots in time or active, that is, build from live data in real-time.
2) A stand-alone enterprise-wide application which would ensure that all the data of an organization is in one place.
3) Database linking. 

The table below tabulates these options against measures of Practicality, Integration and Sustainability:

	Options
	Advantages
	Drawbacks

	1) Warehouse/Mart
	Practical solution
	No true integration

	2) Stand-alone system
	True Integration
	Costly, unachievable or unsustainable

	3) Database Linking
	May be Practical

May achieve true Integration
	Drawbacks vary depending on method used


The Measures Used
Practicality
With this value we are measuring the practicality of implementing the solution (cost, business interruption, new learning curves, realisation, readiness, usability etc.)
Integration

This measure looks at the degree of integration. How do you avoid duplication when adding a new contact?  If you change an address, a status e.g. ‘deceased’, a mailing preference e.g. ‘No Contact’, are they changed throughout the organization?  Is the data clean and displayed in a uniform format? 
Sustainability
Few organizations can escape the fact that they thrive on information and therefore need to adapt to changing data capture and data spread requirements. Will the solution cater for these changing requirements over time so that the solution can move and grow with the organisation?

On the basis of these measures, the Data Warehouse/Mart solution fails on integration and the stand-alone solution on practicality and sustainability.  Database Linking may provide the best of both worlds but only if the right solution is used.

Database Linking Solutions
Database linking solutions involve replicating or migrating the contact record in a central repository and cross-referencing it to the Unique Record Numbers of that record in each of the databases being linked. Using this cross-referencing as a switchboard, any changes to a record can be filtered through to every database in which it resides. Using the same cross-referencing, transactional and other information relating to that record can be retrieved, amalgamated and displayed in a Single Contact View.
Database linking solutions fall into two categories:

(1) Those that require front-end modifications so that:

a. inserting a new contact record in any of these applications forces the user to search a central repository for potential matches before adding to avoid duplication.

b. Updating a contact record updates it in all linked databases where it resides; and 
c. Provides a facility that allows users to open the SCV of the record they are viewing.
The disadvantage of this approach is the cost of front-end modifications.

(2) Those that require no front-end modifications and rely on background operations to search for duplicates after they are added or for updating or deleting records.  The SCV they provide is independent to the particular record being viewed in a linked application.
The disadvantages of this approach are:

a. Whereas duplicate search by users ensures a very small mesh for duplicates to go through (users can pick up a record that is the same even if the details are substantially different) auto-matching uses a very large mess inevitably resulting in duplicates being created.

b. Due to the system’s propensity to create duplicate records, the quality of the data in the SCV is not reliable.

c. The SCV cannot be viewed from within a linked application , thus making it cumbersome when dealing with contacts on the telephone, for example.
d. The cost of such a system due to the technology involved is high and usually overtakes the cost of modifying the linked applications.
CIMS has created a third category of database linking, one that combines all the advantages of the first with those of the second and thus overcoming all the disadvantages of a linking solution and all the disadvantages of a Data Warehouse/Mart solution or a stand-alone solution.  Furthermore, both the cost and implementation of CIMS is negligible compared to the other solutions. 
What is CIMS?
CIMS stands for Central Information Management System. It consists of the  following components:

SQL Server databases:

1) CERES which acts as a Central Repository in which all the contact records are replicated and cross referenced to the URNs in the linked applications
2) CDW which acts as the Central Data Warehouse.

3) DexPro (optional) which holds information to support the data extraction and processing wizards in the DexPro application (see below). 

Applications:

4) CERES Search Pop-Up that retrieves potential matches from CERES and displays then to the user inserting a record in a linked application with the option to link to an existing record or add it in CERES as new.

5) SCV which can be fully configured to display activity categories and data relevant to the organization and opened from any linked application.

6) CIMS front-end which allows viewing, adding, linking and updating contact records in CIMS, adding associated records, creating relationships between them, recording communications and actions.

7) DexPro (optional) which allows users to do drag and drop data extraction using segmentation codes or to drill down to data in any of the linked applications and to export it, mail merge it, create reports or use it an eMail broadcast and to use it for scheduling or triggering reports.

Service:

8) The Replicator which is a SQL Server transaction log reader constantly monitoring the linked databases that can be configured to take certain actions in response to certain events.   Apart from dealing with events such as updates, the Replicator may also be used like a trigger for business rule implementation without the overhead of triggers.
How CIMS works
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With CIMS the database linking process begins by de-duplicating, replicating and cross-referencing the contact records from all the databases to be linked into a Central Repository (CERES)
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	The Data De-Duplicator also available from Single Click Solutions can provide an easy way to de-duplicate data and is a useful periodic data cleansing tool. 


Adding contact records without creating duplicates

A record can be added in any of the linked applications.
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When the record is inserted a Search Results screen from CERES pops up on the user’s screen showing possible matches.
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The user is then invited to select a match or add the record inserted as a new record in CERES

The Search Pop-Up involves no modifications to any of the linked applications. CIMS detects the inserted record and traces the desktop from where entered, all in the background and all automatically.
This is a unique feature of CIMS. It gives the user control to avoid duplicating a record. No other auto-linking method does this.

Updating and Deleting Contact records
At the heart of CIMS is the Replicator, a transaction log reader that is fully configurable. It can be used to check and replicate any record, not just contact records. This can provide an organisation with whatever degree of integration it requires as well as business rule enforcement. 

The CIMS Replicator constantly reads the transaction log of each of the linked applications and applies any changes made in one to all other linked databases where the record in question is held.
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Updating records is seamless. The user updates a record in any application and the changes are applied to any other database where the record is held.
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Deleting records is also possible in this way, although an organisation may wish to limit deletion to the CERES link only or apply the deletion across all databases. Through the configuration facility, an organisation may determine precisely what happens when each event occurs. 

The Setting Up the Central Data Warehouse
The activity of a contact with the organisation is brought together into a Central Data Warehouse (CDW). Depending on organisational requirements and data volumes, this may be in real-time or by running overnight procedures.
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The CDW is used for running reports and general extractions (see DexPro below) and to populate the SCV.

The SCV

A user can open the Single Contact View (SCV) by either clicking the SCV button on the desktop and entering the contact details or by selecting the record in any of the linked applications and then clicking the SCV button
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In the latter case, CIMS traces which record the user is viewing and opens the SCV for that record. The availability of the SCV button on user desktops involves no modifications to any of the linked applications. CIMS traces automatically the record selected whichever application is being used.

This is another unique feature of CIMS.  Users can use existing applications to capture and process data and have the combined view of activity from all applications at a click of a button.
The SCV window is divided into tabs each tab representing an activity of the organisation. The tabs, as well as their content, are fully configurable.
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Only the tabs that have content are enabled.  
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The SCV provided the option to display data either in a data grid or in a treeview.  Both allow users to drill-down to the next layer of detail.
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CIMS front-end
In addition to providing a way to link applications together, CIMS also provides a way to access the Central Repository directly, to search for a contact, add, link or update, add associate records, create relationships between contacts, log communications and assign actions.  This functionality has been added in the absence of or in substitution of such functionality in linked applications and more such functionality will be added in future versions.
General Search
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Search Form

Here the user can specify search criteria in any combination and also use wildcards.  If there are no matching records the user is advised, otherwise the Search_Results form opens and displays possible matching records 
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The Search Results Form

Apart from the ‘Close’ form command button, the Search Results form has the following commands:

· The ADD menu that opens the New Contact form

· The Contact Profile button that opens the Contact Profile; and

· The Contact Record button that displays the Contact Record.

Adding a New Contact
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The Contact menu command opens a blank contact form enabling the user to enter the new contact details.  The user can also create an associate contact and has the facility to copy across to the ‘Associate’ tab the main contact’s details and create a relationship between them.
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The Single Contact View
The ‘Contact Profile’ button is enabled by selecting the AR_URN on the Search Results form.
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The ‘Contact Profile’ button opens the SCV illustrated earlier.
Contact Record Form

The ‘Contact’ button is enabled by selecting any part of the record details (e.g. Main Name or Address) on the Search Results form.
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The Contact Record form displays the Contact record and allows the user to edit details and update the record.

[image: image15.png][ @retoal toms -

Ble Edt View Insert Fomat Tooks Table Window Help AdobePDF

=181]

sirgz = tnestontorn = 14 <[ B 2 U

I
I
I

e
D& ES deverciceoay GRY |4 BB S 0. - |@BOR

[Master Record

AssociatedOrgName |

SuppressionCode [o

AssociatedContactName [

RecordType

a0D
Assadiate tanvell PreAddress work Tel:
::mns [Geoffrey Address1  [7a Allington Road Home Tel:
OtherNames  [c Address2  [Newick Mobile
Title [Admiral ir = Address3 [other Email
e Town [Lewes
Aliases County  [Fastsussen dentifier type
Formal G Manvel PostCode  [ora v dentifier
Informal  [anvel Country  [ergiand OriginatingRef 35107
Do et PaF ] OriginatingRefDate 5170171557

Save & Update

Close.

[ o~ by &

aostapes- \ N IOE 4B ®-L-A-=

=58

[Poge o secd o6 [At 12d4m e ol

[FEC [ [ o7 [Engishuk | G|

Psan| |3 a0 S DS N e |[Favas. | 2wk o| Eams tec.. | & ams-me..| @ amssea.. | | @[ RS ZW S ARSEE 1200





The Contact Record form also gives access to the following commands from the ADD Menu:

Create Associate

When opened from the Contact Record form, the Create Associate form displays the Contact record and allows the user to copy details across to the ‘Associate’ tab and create a relationship between them. 
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Create Action
Every action needs an internal or external communication associated with it.  If there are no communications recorded against the Contact record,  the Comms form opens (see section below) for a communication to be created before an action can be recorded against it.
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After the first communication with the contact is entered or if there are already communications with the contact recorded, the Action form opens allowing users to record actions against any communication recorded against the Contact record.
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Enter Communication
When the Communications form is opened, the user can manually enter a communication against the Contact record.
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Apart from providing the facility to do a general search, the Search form also allows access to the facility to create an association between two records.

Creating an Association
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By following the Relationship = > Create Association commands the user can enter two AR_URN’s and create a relationship between them.

[image: image21.png]IMS SEARCH
cams

Relatonship List

ARURN Master [ [

ARURN Associate [ [

Master Record s : Associate Recordis
i 7z o]
22 1
Daughter Grandrather
Dauter Sordater
Oaugher Father

Create Relationship Daughter Mother :I Clear | Close

Father Doughter

GrandDaughter GrandFather
Close. GrandDaughter Grandbiother

Clear Father Son







DexPro is designed to make data extraction from multiple sources and processing easy for ordinary users.  DexPro relies on:

1) Good Segmentation code management

2) Flattening of tables to allow easy data extraction without the need to create table relationships.
3) Overnight procedures to populate the DexPro database on which the DexPro application relies for its operations.

DexPro is designed to allow anyone authorized user to access any data from the linked applications. For this reason it has an elaborate system of user permissions restricting access to sensitive or other data and only allowing users access to data they are allowed to use.. 
Subject to these restrictions, users can extract data from one or more sources, specify extraction criteria, process the data in a variety of ways and save the data or the options they applied for future use.  For DexPro to work, it needs one or more of the following:

1) Contact segmentation

2) One or more flat tables

3) External data that can be imported for processing (this facility is not available in the current version of DexPro)

See Appendix 1 for an explanation of these terms

Opening Screen
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When DexPro opens you are given three options:

1. Create New

2. Open Existing

3. Exit

The ‘Exit’ option closes the application and is available at various stages of DexPro’s operations.

Both the ‘Create New’ and the ‘Open Existing’ options take you though a wizard. The ‘Create New’ wizard will take you through the process of selecting and processing data and saving your options, whereas the ‘Open Existing’ option will take you to the options previously saved to re-run, refresh or modify before running.

Let’s look at the ‘Create New’ and the ‘Open Existing’ options in more detail.

Create New

The ‘Create New’ wizard will take you through three basic steps:

1. Select Records – which allows you to specify the records that you want to extract e.g. all customers who attended a certain venue and did not order a particular item.

2. Attach Details – which allows you to attach the details you need for the records selected e.g. name, address, account manager, order details.

3. Process Output – which allows you to process your extraction in a variety of ways e.g. do a mailing, produce a report or export to Excel.

Step 1 – Select Records

The Record Selection step has three sections:

1.1 The Record Picking section

1.2 The Records to Include section

1.3 The Records to Exclude section

1.1 Record Picking section
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The Record Picking section is divided into two parts:

	(a) Frame selection
	(b) frame selected.
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There are five frames to choose from:

a. Segmentation by Category – this frame provides a list of segmentation codes for selection together with the count of the number of records that fall in this category.

Segmentation codes are flags that identify a contact as falling into a certain category. A contact can fall under numerous categories making it possible to select records falling into one or more category and not falling into another. 

Selection is by drag & drop.
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b. Segmentation by Group – this frame provides a list of segmentation code groups for selection together with the count of the number of records that fall in this category.

Tip: Segmentation Code Groups can be created by the DexPro Administrator on request.  They allow segmentation codes to be grouped together saving you the hassle of re-selecting repeatedly the same codes. Segmentation Code Groups are also used by the DexPro Administrator to exclude the selection of certain records by certain users (see ‘Records to Exclude’ section below) 

Selection is by drag & drop.
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c. Segmentation by Value - this frame provides a list of segmentation codes by value for selection together with the count of the number of records that fall in this category.

Whereas Segmentation by Category allows selection of records that fall into a particular category, Segmentation by Value allows selection by the value of that category.  A typical example of Segmentation by Value would by Date of Birth.

The Segmentation by Value frame allows you to select the particular Value Category e.g. Last Receipt and enter equals to, greater than, less than value in the fields provided below.  The value field types change in response to the code selected. 

Once the required values are entered, the ‘Get Count’ button retrieves the relevant records which can then be included or excluded as part of the overall selection.  

Selection is by Add to Include/Add to Exclude buttons.

[image: image28.png]2l DexproUserManual_v1.doc - Microsoft Word L

g U Y
[Record Selection

I

I sacion
1| seonentation by Ctegory
[ | ¢ Scgmentation by Grou

@ Segmentation by Value

€ Diill Down

(Last Activiy Date )

(Last Cash Donation Date )
(Regula Giving Start Date )

(Last Maiing Date )

(Last Event Dte )

(Smlest Donstion )

(Largest Donation )

(verage Donalion )

(Tota Donations )

(Regula Giving Aot )

(Last Activity)

(Last Mailng )

(Last Evert)

(Lif Time Value )

(Lifs Time Value Growth )
(Recency Frequency Value |
(Receney Frequency Value Growth ]
(Legacy Propensiy Score ]
(Legacy Propensiy Score Growth )

® [ = Frombote: [N

3 F]  tobete: [EEm

include

Tt Desorgion S RG] CanToa] S | ©

T & Grent veEER e =

2| & Dot Fisthciiy 25 Jle

Ezci)

Desarpion o
[ o TrusTEES 3
2 Deceseed sz
5 Gore vy 55712
i Noconant 20074
5 Ftenal w02
6 Obecene 121
[ excLusions FRow aeLoce 274
§ EXCLUSIONS FROM 36R008 o)

Count 2555 {Add to Include]| Add to Exclude

Exit | Open Existing

I

I

[Local rea Connection 3

Wsar| | GO &P N @D V2D |[ERecordselection 8] esprotsertanual_vid

4 network cabl & unplugged.

= EEETEE FOEEE)

1222




d. Drill Down – this frame allows you to select records from flat tables (see Appendix 1) created by the DexPro Administrator on request.

You can select as many columns from as many tables displayed in the treeview and drag & drop to the ‘Selection Options’ grid below. 

The “FromVal” and “ToVal” fields change in response to the type of column selected from the treeview.  This allow you to set filtering criteria for each column selected using the equals, greater than, less than operators from the “Op” drop downs.

Once your selection is completed, you need to provide a selection name in the text box provided and click “Get Count” to retrieve the records you specified. You can then post them to Include or Exclude by clicking the relevant button.

Tip: If you select multiple columns DexPro will retrieve records that meet all the criteria selected. If you do not wish all the criteria applied at the same time, records should be selected and posted to Include or Exclude before the next selection is made.
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e. Import (this facility is not available in the current version of DexPro)

1.2 The Records to Include section

Records picked for ‘Inclusion’ in your data extraction are listed in the “Include” section. The record count is shown in the ‘Count’ column. The ‘Net Count’ column shows how may of those records remain after excluded records listed in the “Exclude” section are taken into account.

The Cumulative Count (Cum. Total) shows the accumulated Net Count after each selection line is added and the “Selected” column shows the number remaining after the “Output” tick box is taken into account.

As records are added to the “Include” section only the “Count” is shown. To see the Net and Cumulative Counts, the “Count” button needs to be pressed.

Tip: You can remove a selection row by selecting the row and right-clicking your mouse.

The ((Up), ((Down) buttons allows you to change the order of your selection when the Net and Cumulative counts are recalculated.
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Once the “Count” button has finished its calculations, the “Next” button is enabled and the wizard moves to Step 2 - “Attach Details”.

1.3 The Records to Exclude section

When DexPro opens, it checks to see what records if any should be excluded for selection by the particular user. The “Exclude” section, therefore, may be pre-populated.  Pre-populated ‘excludes’ cannot be deleted by the user.

In addition to any pre-excluded selection, you can add other records for exclusion. For example, you may want people who participated in a particular event (include) but not in another (exclude).

Step 2 - Attach Details

The Attach Details section allows you to add relevant information you want to include for the records selected.  For example, if you have selected a number of records for a mailing, whereas Step 1 only gives you the number of records selected, Step 2 allows you to add a name, an address, their account manager, money received etc.

These details can be found in the columns of the relevant tables displayed in the treeview which the DexPro Administrator has configured.  The DexPro Administrator would have chosen table names and columns which are meaningful to you. Thus for name and address you would be looking in a table called something like NameAndAddress and for receipts in a table called Receipts or Income.  Your DexPro Administrator has probably issued guidelines in this respect.

	You can select columns by drag & drop into the top right hand frame.

You can select as many columns as you need for your extraction. DexPro simply lists the columns in the order they were selected.
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	You can also specify criteria against each column selected. For example, if you want the name and address of certain customers together with the their turnover and number of orders between certain dates you can use the SUM function against the “Amount” column, the BETWEEN function to specify Date from and Date to against the Invoice date column and the COUNT function against the Amount or Invoice Date columns to give you the number of orders. 


	[image: image32.png][attach Details

CieatedBy
DateCreated
BywhonEdted
DateLastEdted
Source
DatztddedTalD
AudtlD
CODAR_URN
RDA_URN
RE_URN
OiginatingRief
OigialingReiDate
Mergedwith
Active
TRADA_URN
FE_URN
23 PayDetals
e Sourcevalies
ReceiptlD
SourceDB_Lin
SDReceiplD
FayMethod
BatchNo
EnteredDate
Dacho
DocDate
Amaurt_Value
FaceValue
DonatiorReasan
CurencyCode
ReceiptType
Fund
Appeal
Notes
Source
GAAmount
Ghelighle
GADIimDate
Audt
e

[

=] selected URN Count

7229

Colurn Name Aggregate From Date Operator ToDate
[T omeanabcress Fraome
[ 2] NmendscstessCiy
3] Soucesues Amown_Vslie | SUM Totl
|4l Soucekies moun_Vakie > 0
5] Soucekies Entredbate LDV Beween 3171272004
[ 8| Soucevkues Enterecdate | il StDe
7| Sourcovahes Enerecdaie e EndDate

Record Details Selected (Sample data only - not all records may be displayed)

A Fraitome[oiy Totl_Stabae]_Endat
T BRI 20 T7/0200 GHI0202
EEE THAMES
R MACCLE 30 Te02002 161072002
e saonos 1 RICHMC 25 15/05/2000 15/08/2000
EETE WATER
6] sazrr verkn coERe
7] 542280 wism caeRe
78] sazrer w BaTH
EET T MITCHA
0] suen & WELS 25 oe/0n2000 050772000

=] _saveas | [Dask @ Pivate  C Public Back | New

st | 01 @ & @

|| fyexpro - micr...|[ateach Details @ vahoo! Miai - .| E]Dexpro User ... | ibeliverables | Epexpro_cuid.. | [EI WS = a8 344 P






	
	


	The aggregation functions available vary depending on the data type of the column chosen.

Where a function is used, an alias name should be provided in the “Show As” column.  In the example, Start Date, End Date and Total are alias names of columns.
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	You can also insert filters against any column. In the example, Amount > 0 will filter your record selection down to records that actually have a turnover between the dates specified. 

If you are using a filter against a column, DexPro treats that selection as a “filter” not as a “show”.  If you want to see the contents of a filtered column, you need to select the column again and not apply a filter against it. 

Tip: If you are selecting the same column once for filtering and once for aggregation you do not need to select it a third time for it to show. See the “Amount” column in the example
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	The number of records selected in Step 1 is shown in the Selected URN Count field. If you are filtering, however, the final count may be less. Similarly, if you are selecting multiples details per record selected the record count will increase. For example, if you want a report to show a list of receipts for certain customers, your final record count will be far greater.
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	After the details to show, filter and aggregate process is completed, click on “Show Details” button to view a sample of the results on the bottom right-hand frame. The number of records shown is limited to 10.
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	User can save these selections by any name e.g “My_Details” will be saved under your user name with the date it was saved as a suffix and it can be retrieved using the “Open Existing” wizard.

Once the selection is saved, the ‘Next’ button takes you to Step 3- Process Output.
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Step 3 - Process Output

	In Step 3 you can see and navigate through the whole of your selection.  You then have a number of processing options:
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1873740 Margaret D EDINBURGH $500.00 01/03/2000 06/12/2001
1102787 Denis HENLEY-IN-AR $80.00 19/06/2000 06/12/2002
1955870 Brenda WALSALL $140.00 01/06/2001 01/06/2001
1474564 George CARSHALTON $200.00 22/04/2002 09/04/2003
1159416 Jack GATESHEAD $30.00 25/05/2002 25/05/2002
963118 James KEIGHLEY
1217058 Edwin RUNCORN $255.00 17/09/2001 27/09/2001
1465951 Barrie PUDSEY $17.00 27/01/2000 15/03/2002|
1512907 Mary LONDON
1068268 Joan GLASGOW
1323563 Joan $10.00 2141172001 2141172001
1726266 Paul BARNSLEY $30.00 29/11/2001 05/09/2003
1973478 A J EDENBRIDGE
1082442 Harry NEWTON-LE-W,
1905070 Jim CARDIFF $22.00 18/12/2000 22/10/2002
1216079 Betty ELLESMERE P $100.00 16/04/2003 16/04/2003
1299524 John KILGETTY $75.00 191072001 13/10/2003
1158413 R DARTFORD $50.00 26/01/2001 310172002

» K BIRMINGHAM §$12.00 17/07/2001 17/07/2001
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	Mail Merge Wizard

If you wish to send mail to the records selected using the details provided, DexPro opens the Mail Merge wizard. 

Before opening the Mail Merge wizard DexPro will offer you the opportunity to record details of the mailing to the contacts selected in a communications log.
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	After choosing whether to record the mailing, the Mail Merge wizard opens.

Just follow the steps provided by the wizad
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	Report Wizard

If you wish to create a report using the records and the details selected DexPro provides a Report wizard.

Just follow the steps provided by the wizard. The wizard will generate a report template automatically. You can modify the template by opening the report in design view.
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	Export Wizard

If you wish to export  details of the records you selected DexPro provides an Export wizard from where you can choose the export format (e.g. Excel) and the location you wish the file to be saved.
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Open Existing

	The “Open Existing” wizard is accessible from either the opening screen or at various stages of the “Create New” wizard.
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	The wizard opens in the DexPro saved results screen.

In “Dexpro Saved Results” combo provides a list of all your saved selections together with selections saved by the DexPro Administrator for your use.
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	File names are prefixed with the name of the user and suffixed with the date the selection was saved.  For example, the file name: “Administrator_My_Details_03/02/2006” is made of:

“Administrator” – the logged in name of the user who saved it

“My_Details” – the name it was saved under; and 

03/02/2006
- the date it was saved
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	When a file is chosen a sample data set is displayed.

You then have the following options:

(1) You can ‘Delete’ the saved selection so that it is no longer available.  This is useful for housekeeping. 
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	(2) You can refresh the data which means that DexPro will use the same selection criteria to retrieve records from the current database.  If you do refresh, DexPro will ask you to save your refreshed recordset for future use.
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	N.B. Without a refresh, the records retrieved will be the same records as were retrieved on the date the selection was made.

	

	(3) You can go ‘Back’ or ‘Next’.  The ‘Open Existing’ wizard integrates with the ‘Create New’ wizard. It opens between Step 2 and Step 3 of the ‘Create New Wizard. 

If you go back, you will be in Step 2 of the ‘Create New’ wizard where you can view or modify the details attached to the records selected or go one step further back where you can view or modify the records selected.

If you go to the ‘Next’ step, you will be in Step 3 of the ‘Create New’ wizard where you can process the data extracted in a number of ways.




For details about these steps please see ‘Create New’ wizard above.
Appendix 1

What is Contact Segmentation?

The logical way of keeping contacts is by name. The practical way is by what they represent to you. For example, if you are keeping a home address book, you probably keep your electrician’s name under ‘E’ and your plumber’s name under ‘P’ because they would be much easier to find than trying to remember their actual names.

If, however, we take the example of a charity that has regular givers who also participate in events who only want to be contacted by eMail and have signed a Gift Aid declaration, the easiest was to trace such supporters would be by having codes allocated to them.

What are flat tables?

Relational databases are designed not to have repeating fields in the same table.  The name and address, for example would be kept against a unique ID in one table, money received in another and where banked in another.  The receipts table would have the customer ID, the date, the amount and the bank ID.  If you wanted to know the address of the customer you would need to join up the name and address table to the customer ID to find the address.  To the ordinary user, creating such joins may be too complicated.

Flat tables remove the need to create joins by bringing together in the same table all the necessary information. Thus, if the customer address is a required field, it would appear against every receipt along with the customer name and so would the bank details. 

What kind of data can be imported?

DexPro supports imports of a number of standard file formats including .xls, .csv, .txt etc. 
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