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Create a Back-up in System Manager
Before proceeding with this process, you need to ensure that you have an up to date backup of your SIMS database.  We can then restore your SIMS system back to before you started if required. 

Click on Focus | System Manager | System Manager 6




SIMS will then open the System Manager Module, as shown: 








Close the welcome screen to show the System Manager Module window. 





From the SIMS System Manager Module window, click on Tools| Create Backup:



The’ Create Backup screen’ will appear where you will need to enter a suitable backup description into the field.  

Once you have entered the description click on the Create button:

 


Once you have clicked on the Create button the following message will appear, click on Yes to continue:
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The backup will now commence and may take up to 5-10 minutes, depending on the size of your SIMS database. 
When the Backup has finished the above screen will close automatically and you will be left with the following screen which can be closed.
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Unmatchable Address report

Select Tools | Housekeeping | Bulk Address Tools | Unmatchable Address Report.
Please Note: It is advisable that this report is run before running the address tidy routine as it identifies any non-address information such as telephone numbers, email addresses etc.  These can be manually amended as they will be removed during the tidy process.

The report lists any unmatched addresses together with the name of the people who live at the address.  It also identifies any incomplete information.  

The example below indicates that the house number is missing from the address.  It is recommended that any addresses or information should then be edited manually.
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Note: [St] Student, [Cnt] Contact



Address Tidy 
Select Tools | Housekeeping | Bulk Address Tools | Tidy and Merge Addresses.  This will display the address tidy wizard.
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Click on the Tidy report button to run the report.  This may take several minutes to complete.  


The report will list any incorrect formatted addresses in Sims together with the suggested reformat that will occur if the process is run.
It will also show any residents living at the address – students and contacts. 
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Warning: Please check the report very carefully before clicking the ‘Tidy’ button as this process will permanently change the address data stored in your system.  Any addresses that are incorrectly tidied will have to be amended manually.
	


Once the report has been produced and reviewed and you are happy with the reformatted information, click on the ‘Tidy button’	
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This process may take several minutes to complete.
Once this process has been completed, it is recommended that you run the report once again to ensure that all data has been formatted.   

Click the Skip to merge button to produce the report.








To run the report, click Merge Report.
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The report produced will show you the addresses recommended for Merge.
Warning: Please check the report very carefully before clicking the ‘Merge’ button as this process will permanently change the address data stored in your system.  Any addresses that are incorrectly tidied will have to be amended manually.
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From the report above you will see that you have the original status and how your data will look when merged.   If you are happy that all information is correct, click the Merge button.
If you think that any of the information is not correct, please check and amend before you merge.
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This may take several minutes to complete.  Click finish.
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To check that all addresses have been merged, re-run the report via Tools | Housekeeping | Bulk Address Tools | Tidy and Merge Addresses.


The wizard can then be closed.
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Address Merge Report Wizard

This wizard vill allow you to merge addresses. This processing
may take some time.

Please read the reportcarefully as this ool wil change your
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‘manual amendment.
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