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Introduction  
L5[ƻƻƪǳǇ ƛǎ ǘƘŜ ǇŜǊŦŜŎǘ ǘƻƻƭ ŦƻǊ ƭƻƻƪƛƴƎ ǳǇ ƛƴŘƛǾƛŘǳŀƭ ŀƴŘ ƻǊƎŀƴƛǎŀǘƛƻƴ ŎƻƴǎǘƛǘǳŜƴǘǎ ƛƴ wŀƛǎŜǊΩǎ 9ŘƎŜ 

and retrieving their ID values. It can be used as a means of preparation prior to importing or simply 

as a way of removing existing constituents from a cold list of prospects. 

Note that the screenshots shown below are taken from the UK version. If IDLookup is run in the US 

or Canada some of the field names will differ. The functionality however is identical.  

Starting IDLookup  
¢ƻ ŜƴŀōƭŜ ǘƘŜ L5 [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ ǘƻ ǿƻǊƪ ŜŦŦŜŎǘƛǾŜƭȅΣ ȅƻǳǊ Řŀǘŀ Ƴǳǎǘ ōŜ ǎŀǾŜŘ ƛƴ ŀƴ ΨȄƭǎΩ ŦƛƭŜ ŦƻǊƳŀǘΣ 

ΨŎǎǾΩ ƻǊ ǘŀō ŘŜƭƛƳƛǘŜŘ ŦƻǊƳŀǘ ŀƴŘ ŀƭƭ Řŀǘŀ fields separated out into individual columns. The 

instructions are as follows: 

¶ Go to Plug-ins ƻƴ ƛƴ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ƳŜƴǳ ƛƴ wŀƛǎŜǊΩǎ 9ŘƎŜ ŀƴŘ ŦƛƴŘ ǘƘŜ ǇƭǳƎ-ƛƴ ƴŀƳŜŘ ΨID 

LookupΩ ƛƴ ǘƘŜ ƭƛǎǘ as shown below. 
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Click on the link. The following screen will appear: 

 

This is the main lookup form where report file names are entered, search fields are mapped, the 

search criteria sets are created and other options set. 

Preparing the search  

¶ Lƴ ǘƘŜ ŦƛǊǎǘ ŦƛŜƭŘΣ ΨLookup FileΥΩΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎŜŀǊŎƘ ƛŎƻƴ  the following screen will 

appear: 
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¶ Here you can search through the relevant directories for your data file. When you have 

located the file, highlight itΣ ǎƻ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŦƛƭŜ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ ΨFile nŀƳŜΥΩ field, then 

ŎƭƛŎƪ ƻƴ ΨOpenΩΦ 

¶ The plug-in creates a Control Report and an Output File of the results. Before you can run 

the plug-in you must name ǘƘŜǎŜ ǘǿƻ ŦƛƭŜǎΦ ¢ƻ Řƻ ǘƘƛǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎŜŀǊŎƘ ƛŎƻƴ ƛƴ ǘƘŜ ΨControl 

Report:Ω ŦƛŜƭŘΣ ǎŜŀǊŎƘ ŦƻǊ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ŘƛǊŜŎǘƻǊȅ ǘƻ ǎŀǾŜ ǘƘŜ ƴŜǿ ŘƻŎǳƳŜƴǘ ƛƴΣ ŀƴŘ write 

ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƴŜǿ ŦƛƭŜ ƛƴ ǘƘŜ ΨFile name:Ω field. 

¶ Follow the same procedure to create the Output file.  However you may either select an 

existing file (which will be overwritten) or after navigating to the desired directory, type in 

the name of the file. The three fields look as follows: 

 

¶ After selecting a lookup file you are able to click on the mapping button and the following 

screen will appear: 
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¶ The plug-in will automatically match as many of the fields from your data file as it can, based 

on the column headings. 

¶ It is possible to minimise or maximise the number of fields that are mapped as appropriate, 

by using the chevrons in the middle of the screen. 

¶ If you find that you are mapping many files of exactly the same format you may find it more 

time effective to create a mapping template. To do this map an example file and click on 

ΨSaveΩΦ ¢ƘŜ ŘƛǊŜŎǘƻǊȅ ǎŜŀǊŎƘ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΣ ǎŀǾŜ ŀƴŘ ƴŀƳŜ ǘƘŜ Mapping file in an 

ŀǇǇǊƻǇǊƛŀǘŜ ƭƻŎŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ΨSaveΩΦ 

¶ When you next use the ID Lookup plug-in with a file of a matching file format to your 

ǘŜƳǇƭŀǘŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨMappingΩ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ƛƴ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴ ŎƭƛŎƪ ƻƴ Ψ[ƻŀŘΧΩΣ ŎƘƻƻǎŜ 

from the directory the appropriate mapping file and the correct fields will be mapped 

automatically. 

¶ When all the fƛŜƭŘǎ ȅƻǳ ƴŜŜŘ ŦƻǊ ǘƘŜ ǎŜŀǊŎƘ ŀǊŜ ƳŀǇǇŜŘΣ ŎƭƛŎƪ ƻƴ ΨOKΩΦ 

 

Managing the Search Criteria  
IDLookup can be set up so that there are several sets of search criteria. If a unique match is not 

found on the first criteria set a comparison will be made using subsequent criteria sets until the best 

possible match is found. 

The search criteria are managed using the criteria set grid shown below. 
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¶ By pressing the green Ψ!ŘŘΩ button  you can add a criteria set. The image below shows 

several criteria sets that have been added. For each set a description of the criteria used is 

given. Note that for each field used in the criteria the corresponding field must exist and be 

mapped in the Lookup File. (The exception is first name/initial where the same field can be 

used for both.) 

 

¶ Criteria sets can be edited by pressing the ΨtŜƴŎƛƭΩ edit button  and removed by pressing 

the red cross button  

¶ To change the priority order of the criteria sets use the up and down arrow buttons or drag 

the row you want to change 

¶ It is possible to save criteria sets for later use or to load previously saved criteria sets using 

the save  or load  buttons respectively. 

 

Creating a Criteria Set  
On pressing the green Ψ!ŘŘΩ button a new criteria set window appears as shown below. 
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An explanation of the different fields is given below: 

Constituent Type  

 

¶ It is possible to limit your search to either individual or organisation records only, or to 

include both, by selecting the appropriate radio button, shown below: 

 

Biographical  
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¶ Select the fields to match on. Note that the more fields that are matched on, the less likely it 

is to find a match. However in such a case if a match is found, it is more likely to be a positive 

match.  

¶ Where appropriate it is possible to select the number of characters to match on. 

¶ For surname/last name, organisation and maiden name it is possible to match on a soundex 

value. Soundex functions calculate a number for each combinations of letters so that the 

ƴŀƳŜ άZeidmanέ ǿƻǳƭŘ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ǾŀƭǳŜ ŀǎ ά½ƛŘƳŀƴέΦ 

 
¶ For first name it is also possible to search the first name equivalents. For example a first 

name equivalent may have been set up for a constituent άwƻōŜǊǘέ ǎƻ ǘƘŀǘ ƛŦ ǘƘŜ ƴŀƳŜǎ 

άwƻōέΣ ά.ƻōέ ƻǊ ά.ƻōōȅέ ŦƻǊ ŜȄŀƳǇƭŜΣ ŀǊŜ ƛƴ ǘƘŜ ŦƛƭŜ ǘƘŜ ŎƻƴǎǘƛǘǳŜƴǘ άwƻōŜǊǘέ will be found. 

¶ ¢ƘŜ ΨSurname/Org Name Aliases tick box will check any aliases that may have been entered 

for an individual or organisation. 

¶ The Ψ{ǇƻǳǎŜΩ tick boxes allow you to use spousal information as an identifier in the search. If 

you check this box then you are also offered the option to ignore spousal matches if the 

main record you are searching for is found. E.g. A household may consist of Jenny and Jim 

Smith (main constituent and spouse respectively). If you are searching on initial and address 

then ōƻǘƘ ƳŀǘŎƘŜǎ ǿƛƭƭ ōŜ ŦƻǳƴŘΦ IƻǿŜǾŜǊ ƛŦ ǘƘŜ LƎƴƻǊŜ ǎǇƻǳǎŜ ǘƛŎƪ ōƻȄ ƛǎ ǘƛŎƪŜŘ WƛƳΩǎ ƳŀǘŎƘ 

will be ignored. 

¶ The Date of Birth tick box will match fuzzy dates both in the file and on the record. For 

ŜȄŀƳǇƭŜ ǘƘŜǊŜ ǿƛƭƭ ōŜ ŀ ƳŀǘŎƘ ƛŦ ƻƴ ǘƘŜ ŦƛƭŜ ǘƘŜ ŘŀǘŜ ƛǎ άлоκлмκмфстέ ŀƴŘ ƻƴ ǘƘŜ ǊŜŎƻǊŘ ǘƘŜǊŜ 
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ƛǎ ŀ ŘŀǘŜ άмфстέΦ ¢ƘŜǊŜ ǿƛƭƭ ŀƭǎƻ ōŜ ŀ ƳŀǘŎƘ ƛŦ ǘƘŜ ǊŜǾŜǊǎŜ ƛǎ ǘǊǳŜ ŀƴŘ ƛƴ ǘƘŜ ŦƛƭŜ ǘƘŜ ŘŀǘŜ ƛǎ 

άмфстέ ōǳǘ ƻƴ ǘƘŜ ǊŜŎƻǊŘ ǘƘŜ ŘŀǘŜ ƛǎ άлоκлмκмфстέΦ bƻǘŜ ǘƘŜ ŘŀǘŜ ŦƻǊƳŀǘ ǳǎŜŘ ƛǎ ǘƘŜ ǎŀƳŜ 

as the Windows settings. The fuzzy daǘŜ ǊǳƭŜǎ ŀǊŜ ǘƘŜ ǎŀƳŜ ŀǎ ƛƴ ¢ƘŜ wŀƛǎŜǊΩǎ 9ŘƎŜΦ 

Address 

 

 

¶ LŦ ȅƻǳ ƘŀǾŜ ƳŀǇǇŜŘ ǘƘŜ ΨAddress Line 1Ω ŦƛŜƭŘΣ ǘƘŜƴ ǘƘŜ ΨUse address equivalentsΩ ǘƛŎƪ ōƻȄ ƛǎ 

enabled. This allows you to match on address abbreviations that may exist within your 

database. For more information on viewing and customising the address equivalents see 

Advanced Options later in this document. 

¶ It is possible to expand or limit your search to either half or the whole of your postcode, by 

ŎƘŜŎƪƛƴƎ ǘƘŜ ΨAll ƻǊ ΨFirst half onlyΩ option buttons.  

 

Other  
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¶ The collation is the way in which the database treats text. The entries consist of alphabet 

types and methods of comparison and sorting. In the majority of cases the default collation 

ǿƛƭƭ ǎǳŦŦƛŎŜ όƛǘ ǿƛƭƭ ǎŜŀǊŎƘ ǘƘŜ ǎŀƳŜ ǿŀȅ ŀǎ ¢ƘŜ wŀƛǎŜǊΩǎ Edge searches). However by selecting 

one of the alternatives it is possible to make the search case sensitive or accent insensitive. 

CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ǎǇŜŀƪ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƴŜǘǿƻǊƪ ƻǊ ŘŀǘŀōŀǎŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊΦ 

 

¶ ¢ƘŜ ΨMaximum matchesΩ figure allows you to limit the number of matches per record in 

your search file. Therefore, if there are many duplicates in your database or multiple 

matches are found for your given criteria, you can limit the number of results returned in the 

Output file. 

 

¶ The final ŦǳƴŎǘƛƻƴ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ƛǎ ΨFilterΩΦ ¢Ƙƛǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŦƛƭǘŜǊ ǘƘŜ ǎŜŀǊŎƘ ǿƛǘƘƛƴ ȅƻǳǊ 

database to a query of constituents, specific Constituent codes and/or Constituent 

ŀǘǘǊƛōǳǘŜǎΦ LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨFilterΩ ōǳǘǘƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΥ 
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¶ You can select a query of constituents that will filter the results. Only the results appearing 

in the query will be matched against the criteria.1 

¶ Here, you have access to your full table of Constituent Code entries and Constituent 

Attribute entries. Using the arrows you can select as many or as few as you wish to filter on.  

¶ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŦƛƭǘŜǊǎΣ ŎƭƛŎƪ ƻƴ ΨOKΩ 

 

 

When the critieria set has been created press ΨhYΩ to add it to the list of criteria sets to be 

used for this lookup. 

 

                                                                 

1
 In order to make IDLookup as efficient as possible the query is only run once when the value is first set. If the 

results change during an IDLookup session then these will not be reflected in the output.  
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Further Search Options  

 

¶ LŦ ȅƻǳ ǘƛŎƪ ǘƘŜ ΨCreate query of unique matchesΩ ōƻȄ ǘƘŜƴ ŀ ǉǳŜǊȅ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘ ŎƻƴǘŀƛƴƛƴƎ 

all of the unique constituents found on the database that match your given criteria. 

¶ LŦ ȅƻǳ ǘƛŎƪ ǘƘŜ Ψ{Ƙƻǿ ōƛƻŦƛŜƭŘ ǾŀƭǳŜǎΦΦΦΩ box the control report will include the biographical 

details of all multiple results found. With this information it will be easier to determine the 

correct match. This only works when Excel is used for the control report format and it may 

slow down your processing. {ŜŜ ΨwǳƴƴƛƴƎ ǘƘŜ [ƻƻƪǳǇΩ ōŜƭƻǿ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 

The lookup process loops through all the criteria sets that you supply. Where there are multiple 

matches the process can do one of two things. 

With the first option, the plug-in takes each criteria set individually and selects the criteria that 

produced the fewest matches. 

With the second option, the plug-in uses the multiples for each subsequent criteria set so that 

depending on the criteria the multiples may get fewer and fewer. With this option it is best suited to 

select a lax criteria set to begin with and move on to increasingly detailed criteria. 

 

Running  the Lookup  
 

¶ To start the lookup, ŎƭƛŎƪ ƻƴ ǘƘŜ ΨStartΩ ōǳǘǘƻƴ from the main lookup screen 

¶ If there are any errors that prevent you from proceeding these will be displayed with a 

warning symbol alongside the area that needs correcting. The image below shows that no 

criteria sets have been added: 
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¶ When the lookup has started, the progress bar will show the amount processed. By hovering 

with the mouse over the progress bar the exact numbers will show: 

 

¶ ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŎƭƛŎƪ ƻƴ ΨCancelΩ ŀƴŘ ǎǘƻǇ ǘƘŜ ƭƻƻƪǳǇ ŀǘ ŀƴȅǘƛƳŜ ŘǳǊƛƴƎ ǘƘƛǎ ǎǘŀƎŜΦ 

¶ To view your results go to the directory where your 3 files are stored. 

¶ The original ŦƛƭŜ ƭƛƴƪŜŘ ǘƻ ǘƘŜ ΨLookupΩ ŦƛŜƭŘ ǿƛƭƭ ōŜ ǳƴŎƘŀƴƎŜŘ 

Control Report  

¶ ¢ƘŜ ΨControl ReportΩ ŎǊŜŀǘŜŘ ǿƛƭƭ ƭƻƻƪ ŀǎ ŦƻƭƭƻǿǎΥ 
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¶ This shows a summary of the lookup including the number of matches, multiple matches and 

zero matches, a description of the different criteria sets used and the number of unique 

matches using the different criteria sets 

 

¶ ¢Ƙƛǎ ŘƻŎǳƳŜƴǘ Ŏƻƴǘŀƛƴǎ н ǿƻǊƪōƻƻƪǎΣ ƻƴŜ ƴŀƳŜŘ ΨSummaryΩ, which contains the statistical 

result shown above, the second ƴŀƳŜŘ ΨErrorsΩ ǿƘƛŎƘ Ŏƻƴǘŀƛns any exceptions. These may 

be programmatic errors or errors reaching the database 

Output File - Matches 

¶ ¢ƘŜ ΨOutput fileΩ ǿƛƭƭ ōŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳr ΨLookup FileΩ with a further 7 columns added to the 

beginning of the data. Note: for a more detailed output select an Excel file as the output. 

Much of the functionality is diminished when using a CSV file. 

 

¶ ¢ƘŜ ŦƛǊǎǘ ŎƻƭǳƳƴ Ψ.Ŝǎǘ aŀǘŎƘ CƻǳƴŘ LƴΩ ƛƴŘƛŎŀǘŜǎ ǿƘƛŎƘ ŎǊƛǘŜǊƛŀ ǎŜǘ ǿŀǎ ǳǎŜŘ ŦƻǊ ǘƘƛǎ ǊŜǎǳƭǘ 

whether it is a unique or multiple match.  

¶ The next two columnsΣ ΨConstituent IdΩ and ΨLƳǇƻǊǘ LŘΩ list the constituent IDs of all the 

records the lookup has been able to identify (see above). 

¶ It is possible that your data returns multiple matches, if so then the Constituent and Import 

Id fields will remain blank but the following three fields Σ ΨMultiple  Reference NoΩΣ ΨMultiple  

Constituent IdΩ ŀƴŘ ΨMultiple  Import IdΩ will be populated. The reference number is a link to 

the Multiples tab in the work sheet. The Ids shown are separated by a semi-colon. 
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¶ The final additional field shows the number of matches; 0 for no matches, 1 for a unique 

match and anything greater for multiple matches. If there have been any exceptions then 

ǘƘŜ ƴǳƳōŜǊ ƻŦ ƳŀǘŎƘŜǎ ǿƛƭƭ ǎƘƻǿ ŀƴ ΨXΩΦ 

 

Output File - Multiples  

The second tab includes multiple match details. If the Ψ{Ƙƻǿ ōƛƻ ŦƛŜƭŘǎΦΦΦΩ ǘƛŎƪ ōƻȄ ǿŀǎ ǎŜƭŜŎǘŜŘ ƻƴ ǘƘŜ 

main lookup screen (shown below) then the output will include much more detail about the multiple 

match values 

 

The output from the Multiples tab (without extra bio details) looks as follows: 

 

And with the extra bio details: 
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The first column is a reference to the ΨMultiple Reference NoΩ column of the previous tab. The 
following two columns give the specific constituent and import ids for the multiple match. With the 
extra bio details switched on the remaining columns give more details about the potential matches. 
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Advanced Options  
The advanced options can be reached from the main IDLookup screen by clicking on the Zeidman 

Development logo: 

 

This brings up the About box. Click on the advanced button below for a menu of advanced options.  

 

 

Removing the SQL Database Connection Settings 

It is possible to remove the saved SQL database connection settings (e.g. you want to change the 

ǇŀǎǎǿƻǊŘ ƻǊ Ǉƻƛƴǘ ǘƻ ŀ ŘƛŦŦŜǊŜƴǘ ŘŀǘŀōŀǎŜ ǘƘŀƴ ŎǳǊǊŜƴǘƭȅ ƭƻƎƎŜŘ ƛƴύΦ {ŜƭŜŎǘ ΨwŜƳƻǾŜ {v[ /ƻƴƴŜŎǘƛƻƴ 

5ŀǘŀΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΦ CƻǊ ǎƻƳŜ ōŀŎƪƎǊƻǳƴŘ ǘƻ ǘƘis see the installation section of this 

document. 

Click OK to the prompt and the stored connection settings will have been removed. 
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Address Equivalents  

It is possible to add, edit and remove address equivalents. Address equivalents are words used in an 

address that have the same meaning but may be abbreviated. Any direct comparison between two 

addresses will fail unless address equivalents are being used. For example on the lookup file there 

may be an address ά100 London Rdέ ǿƘŜǊŜŀǎ ƛƴ ¢ƘŜ wŀƛǎŜǊΩǎ 9ŘƎŜ ǘƘe address line may be ά100 

London RoadέΦ .ȅ ƳŀƪƛƴƎ άwƻŀŘέ ŀƴŘ άwŘέ ŜǉǳƛǾŀƭŜƴǘ ǿŜ ŀǊŜ ŀōƭŜ ǘƻ ŜǉǳŀǘŜ ǘƘŜ ŀŘŘǊŜǎǎŜǎ in the 

comparison. 

 

 

The address equivalents screen above shows the list of main entries on the left and a grid of their 

equivalent values. No precedence is given to the main entry but is merely a method of review the 

equivalent addresses. 

¶ To add a new main entry press green plus button . You are prompted to enter a value for 

the new entry. On pressing OK the entry is added to both the main entries list on the left and 

the corresponding equivalents grid on the right of the screen.  

¶ To remove main entries press the red cross button . 

¶ Enter a new equivalent entry by typing it into the bottom row of the grid (marked with an 

asterisk). 

¶ Edit equivalent entries by clicking on the row and typing over the existing entry 

¶ Delete equivalent entries by selecting the whole row and pressing delete (on the keyboard) 

¶ Note ƛǘ ƛǎ ƴƻǘ ǇƻǎǎƛōƭŜ ǘƻ ŜŘƛǘ ƻǊ ŘŜƭŜǘŜ Ƴŀƛƴ ŜƴǘǊƛŜǎ ŦǊƻƳ ǘƘŜ ŜǉǳƛǾŀƭŜƴǘΩǎ ƎǊƛŘΦ ¢Ƙƛǎ ǎƘƻǳƭŘ 

be done from the main entries list instead. 

¶ Press OK to save your changes or Cancel to close without saving. 












