@ Data Enhancement

Formatting Fields in Microsoft Excel Files for ListWare Processing

ListWare is a .dbf software program that converts a comma-delimited file to .dbf for processing. Once completed,
the file can be exported out to your preferred file format. Your file needs to be in a .dbf format in order to add,
change, and update fields in ListWare. Excel, Access and ASCII fixed-length text files do not allow fields to be
added or changed once they are opened in ListWare. Therefore, it is necessary to add the update fields before
opening your file in ListWare.

Following are two sets of instructions for easily managing the fields in your original file for efficient processing:
A - You have already submitted this file for processing using ListWare
B - You have not yet submitted this file to Melissa Data (See back side)

Note: We recommend always saving a backup copy of your file before making any changes.

You have already submitted this file for processing and it is ready to be updated.

Since ListWare has already identified the beginning and end fields in your file, it will not recognize any
new fields added to the end of the file. The New Fields must be inserted between existing columns.
Follow the steps below:

1. Open your file in Excel, not ListWare.

2. Insert the vertical fields between existing columns of information as shown below.
a. Right click on any particular vertical field in the middle of your file. This column becomes
highlighted and a pull-down menu appears.
b. Click on Insert. A new vertical column will be inserted to the left of the highlighted column.
c. Label this new field with one of the headers from the Update Fields box on the last page of these

instructions specific to your processing. &3 listwaretech

d. Repeat the insertion step as many [T A i B | G
: : 1_|First Name |Last Name |Company T
t!mes as nt'acessary to include a_” the Update | 2 |Dave Adams Nationwide Insurand3-15-02 urnbu OH
fields required for your processing. [ 3 [Atif Ahmad  Camival Cruise Lind3655 Nw 8| . mi FL 33178
e. Be sure the new column cells are EaM{Cynthia | Aisaka __[T-Mobile 1 evue| WA 8006
| 5 |Jeffrey Allen Cross Country Hea ve CiOH 43123
formatted as text. B |Rachelle Ambrose  Allstate Iz L 'boos2
| 7 |Karen Ammentoys Allstate hbro FL 50062
| 8 |Vivian Andersen  Banner Health enix AZ 'B5006
) 9 |Stephanie Anderson Clear Contents  fominglL 51710
Example: NCOA""™ 48 month | 10 |Glenn Arayo Delta Dental 4 Formatcels.. [T CCA "94:10:1
processing demands 8 update fields. | 11 |Michele  Armstrong NYISO 5 idy NY 12303
You will need to insert 8 new vertical - 12 Esteban  Ayon Toyota Motor Sale ario CA 81761
o) istwaretech =
columns into your Excel file and . —
Identlfy them with the appropriate Dave Adams  Natiorwide Insurance pide Plaza ColumbuOH 4321

Asf Ahmad  Camival Cruise Lines Miami FL 3317
Cynthia  Aisaka T-Mobile Bellevue Wa 5800
Jeffrey Allen Cross Country Healthcare) 5137 Rising Sun Drive Grove CrOH 4315
Rachelle  Ambrose  Alistate Columns for new fields |[2775 Sanders, Rd Northbro IL %
Karen Ammentoys Allstate H in- 2775 Sanders, Rd MNorthbro FL

Wivian Andersen  Banner Health must be Ins_e”_:ed ":l 1441 N 12Th Strest Phoenix AZ 'BSOC
Stephanie Anderson  State Farm Insurance between eX|St|ng fields. State Farm Plaza South  Bloomingll.  B171
Glenn Arayo Delta Dental 16 Boothbay Ay Foster CCA 944l
Michele  Armstrong NYISO 3890 Carmen Rd Schidy NY 123
Esteban  Ayon Toyota Motor Sales 1425 Toyota Way Mailstop 24 Ontario CA B17e
Tim Banick 0DOT 1178 Fhemalata C1 Calarm N2

David Barkle Freddie Mad
Pat Ra;alz I‘:fﬁr-alnFTh Format Datahase
Match your list's field names to ListWare's.

headers as indicated:

* Mail Score e Address Error
* Return Code < Delivery Point
* Move Type * CRRT
* Move Date * PMB

3. Save these changes to your file without changing

th f iginal Excel file, and cl fov o e
e name of your original Excel file, and close. FneNes . | skl o =
. . LAST NAME 255 Last Name Adams
Open ListWare and click Update COMPANY 255 Company Nationwide Insurance J
. . MAILSCORE 255 Mail Score

Advance to the Format Database section and you will RETURN_CD 255 _etun Code

now see the update fields you just inserted from Excel. ' _Iﬂ

Check the boxes to match the field names between your J| | »

file and ListWare. If you do not see all the required update = | FomatFields =

fields (headers), click on Advanced and more update [V MailScore [ Retum Codel [ Move Type [~ Move Date ]
[~ AddessEnor [~ Delivery Point RT ™ PMB Copy |

fields will appear.
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Note: We recommend always saving a backup copy of your file before making any changes.

B - You have not yet submitted your file.
Please see the attached sheet for the Update Fields required for your processing. Then proceed as follows:

1. Insert these fields into your Excel file. The placement does not matter, you may insert them anyplace.
2. Enter the appropriate headers so you can easily identify them to format in ListWare.
3. Be sure the new column cells are formatted as text.
4. Save and close your Excel file.
A [ B ]| c I D | ; Add columns for
First Name |Last Name |Company Address 1 i Code Mo ' |Move Date H
| 2 |Dave Adams  Nationwide Insuranc3-15-02 1 Nationwide Plaz ColumbuOH 43215 new fields to your
ER Ahmad  Camival Cruise Line 3655 Nw B7Th Avenue  Miami FL 33178 Excel spreadsheet
[ 4 |Cynthia  Aisaka  T-Mobile 12920 E. 38Th St. Bellevue WA 58006 .
| 5 |Jefirey Allen Cross Country Heal 6137 Rising Sun Drive Grove CiOH 43123 t‘? format next in
| 6 |Rachelle  Ambrose Allstate 2775 Sanders, Rd Northbro IL 50062 ListWare.
| 7 |Karen Ammentoy Allstate 2775 Sanders, Rd Northbro FL 50062
| B |Vivian Andersen  Banner Health 1441 N 12Th Street Phoenix AZ 85006 . ;
| 9 |Stephanie Anderson State Farm Insuram3 State Farm Plaza South  BloomingIL 31?10 For help inserting
| 10 |Glenn Arayo Delta Dental 216 Boothbay Av Foster CCA 94404
[ 11 [Michele  Armstrong NYISO 3890 Carmen Rd Schidy NY 12303 colu_mns, pl_ease
|12 |Esteban  Ayon Toyota Motor Sales 1425 Toyota Way Mailstop :Ontario CA 81761 see instructions
(13 [Tim Banick  ODOT 1178 Chemeketa St Salem OR 97310 f t sid
[ 14 |David Barkley  Freddie Mac 8000 Jones Branch Drive, MMclean VA 22102 on front side,
15 |Pat Bartels  Office OfTh_e Contr(700 W. State Street Boise 1D "83?20 Step #2.

5. Now that you have these update fields in place,

open your file in ListWare. Advance to Format == Format Database
Database and format the new fields manua”y by | Company | Match your list's field names to ListWare's.
checking the boxes with the matching field name. Record Number 1
FormatName | Length| Name | Data -
LAST NAME 255 Last Name Adams
| Company } Format Database COMPANY 255 Company Natiorwide Insurance _|
| Company | Match vour list's field names to ListWare's. MAILSCORE 255 Mail Score
RETURN_CD 255 Retumn Code
Record Number 1 Move Type
r 255 Move Date i
Format Name | Length| Name | Data = < | L’_‘
LAST NAME 255 Last Name Adams
COMPANY 255 Company Nationwide Insurance J | — Format Fields
255 MailS e
255 H:tlur:g:de | M MailScore ¥ RetunCodd [ MoveType [ Move Date MI
255 Move Type I™ Address Enor [~ Delivery Point RT I~ PME Copy |
255 MoveD >
- ove Date (B Amfuimatl
[T 6. In the Format Datab t il
[V Compary I FistName [V LastName [~ Ful Name - 'nthe Format Liatabase Section, you will now
W addess [ Ciy M State W ZIP Codd Copy see the update fields you just inserted from Excel.
I CrysvziP - T~ Pusd I Suite I™" Name Suffis [ 'Auto Fomat] Check the boxes to match the field names
_ _ . between your file and ListWare. If you don’t see all
Now that all the appropriate fields are formatted, it the required update fields click on Advanced and
will be easy to update your file. more field names will appear.

For additional assistance with your files for ListWare processing,
please call 1-800-800-6245, Option #5

1-800-MELISSA www.MelissaData.com MELI SSA DA. T A.
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Formatting Additional Fields

Select the ListWare Service below for the additional field names required for processing and
updating your file. Many of these fields are listed in the Format Database Advanced screens in ListWare.

CHANGE OF ADDRESS SERVICES

NCOA 24,48 & Adanced

Mailscore Return Code MoveType MoveDate
Address Error Delivery Point CRRT PMB
Premium NCOA......... e e
Mail Score Return Code MoveType MoveDate
Address Error Delivery Point CRRT PMB

Del Type DSF Type Seasonal Del Drop

ADDRESS CORRECTION SERVICES

= T 1 oS
Address Error Delivery Point CRRT PMB
Advanced.......cccooieiiiiiiirrmr e e
Address Error Delivery Point CRRT PMB

Del Type DSF Type Seasonal  Del Drop
Premium.. ... s s ssassees
Mail Score Return Code MoveType MoveDate
Address Error Delivery Point CRRT PMB

Del Type DSF Type Seasonal  Del Drop
Include Walk Sequence -Any Above Service.............
Walk Seq

DUPLICATE CHECK SERVICES
Dup Group

Dup Error

CONSUMER ENHANCEMENT SERVICE

Name Age Person in HH Own Rent HOH Age
Mari Stat Len Res Dwell Type  No Adults
Pres Child Income Income Ind Bank Card
SR Card SS Card UR Card US Card
QilGas Card FC Card TE Card

PHONE & FAX APPEND SERVICES

Residential Phone .....cccoiiiiiinieeiiiieecin e eennnns
New Phone* DNC Exempt

Business Phone......cciciiiiimiiiiiiini s ssssnmsnnnns
New Phone*

BUSINESS FaAXuiuiieirrmirrnrrenrrsrsnsrsnssssssnsrsnsrssssnsssnsssnssnssens
New Fax*

Business Phone & FaX......ccccvurrmvrrmmirrensirmssssrsssssrsnnnns
New Fax* New Phone*

NCOA & Residential Phone ....cccccvvvrrmmmmesvirmmsssssssssenees

Mailscore Return Code MoveType  MoveDate
Address Error Delivery Point CRRT PMB
New Phone* DNC Exempt

*Please add a field for New Phone or New Fax in case you
already have a phone field and want to be able to distinguish
any new numbers that are appended in processing.

AREA CODE UPDATE SERVICE

Phone Error

RESIDENTIAL ADDRESS APPEND SERVICE

ZIP Code
PMB

State
Plus 4

Address City
Suite Full Name

BUSINESS APPEND SERVICES

Sales Range Sales Volume
Gender DUNS No.

Emp Size Emp Range
Contact Title
Comp Status

For assistance with your file, please call DES Tech support at 1-800-800-6245, option # 5
or visit MelissaData.com/tech/listware.htm

1-800-MELISSA www.MelissaData.com
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