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How to Tidy and Merge addresses 

in your SIMS database 

 

Introduction   

Why do we need to Tidy & Merge Addresses? 

Prior to the Autumn Census 2017, schools had been using SIMS for several years 
and were able to enter any address format/data in wrong fields/Incorrect postcodes 
etc. As the DfE has since then collected the UPRN codes from each student reported 
on in the Census; it has been necessary to run the Tidy and merge addresses 
routines in SIMS. The Tidy routine highlights any addresses with such issues, 
therefore schools should already be running the Tidy and Merge Routines outlined in 
this document each time they are preparing their data for using the Address validation 
service. 

What is address Validation 
Address Validation can be used when adding any new addresses to your system, 
this validates the address across the internet. Only correctly formatted addresses 
with the correct postcodes can be validated, this prevents incorrect or duplicate 
addresses being added to your system. 

Address Validation also introduced the use of Unique Property Reference Numbers 
(UPRN’s). The DfE collect the address UPRN numbers from each Census; therefore 
all schools need to make sure that their UPRN records are up to date. 

The Address Tidy & Merge routine 
These Housekeeping routines can be used to review addresses stored in SIMS. The 
Tidy routine identifies addresses that contain erroneous or incorrectly formatted 
information, and wherever possible, make applicable changes. A report identifying the 
proposed changes is then produced, which can be checked before proceeding with the 
Address Tidy. This process can be run at any time and should be part of your good 
system housekeeping. The Merge routine will tidy any duplicated addresses. 

ICT service Desk: 233 8600 
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Introduction 
 
The Address Tidy routine is used to review addresses stored in SIMS, identify those 
that contain incorrect information or are incorrectly formatted and where possible 
make applicable changes to ensure addresses are accurate and uniformly formatted. 

Address tidying can involve moving data between fields, (e.g. a post code that 
has been incorrectly entered in the Town field is moved to the Post Code field), 
and correcting the formatting in various ways. 

Tidying addresses increases the likelihood of success when searching for an address 
and reduces the risk of the same address being added twice. The tidy process also 
increases the chances of identifying duplicate addresses (e.g. moving a post code 
incorrectly stored in the Town field, to the Post Code field, may then match another 
address based on that post code). 

Such addresses can then be merged using the Address Merge routine. When tidying all 
addresses held in the address database that have not yet been validated are 
considered for tidying, including school, staff, contacts and agency addresses. (This 
may also include addresses for leavers as all addresses held need to be tidied as may 
be required in the future). 

The Address Tidy routine should be run twice, because some of the rules used 
in the routine depend on a comparison with other addresses. Therefore, any 
addresses tidied during the first run may enable further improvements on the 
second run of the routine to be made. 

It is therefore recommended that the Address Tidy routine is run twice in succession. 
You should make any necessary further manual corrections to addresses only after 
the second run of the routine. This ensures that any addresses edited manually, are 
not affected by subsequent tidy routines. Any new addresses added to the database 
since the tidy routine has been run are available for tidying twice. 

Running the Tidy Routine produces a report which identifies the proposed changes. 
This can be reviewed before proceeding to tidy or addresses manually amended. 

Overview of Merging Duplicate Addresses 
 
Duplicate addresses may exist in SIMS, because they have been double entered, or 
imported from a CTF/ATF file. These duplicate addresses can be merged into a 
single address, and each resident at that address is then assigned to the same single 
address. 

This may also sort the issue experienced in some schools where the house does not 
show against pupil contacts to indicate the students are living at the same address as 
parents, due to duplicate addresses being created, in the same way it may help to 
ensure siblings are linked to each other. 

The same as the Tidy Routine, The Merge Routine produces a report which 
identifies the proposed changes. This can be reviewed before proceeding with the 
actual merge. 

There are 4 steps to Tidy and Merging your addresses as outlined below. 
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Step 1 - Delete Unlinked Contacts 
 
This routine enables you to delete contacts who are no longer linked to any 
pupil/student or applicant in SIMS. This will save on the address included in the 
address tidy routines to follow. 

Unlinked contacts might exist because: 

 They are duplicate contacts created in error. True contact will still exist 
linked to the correct pupil record 

 The pupil/student has been deleted from SIMS. 

 The link to any pupil has been broken; this usually occurs when a contact is 
removed; as the contact is no longer required, e.g. they no longer have links to 
a pupil 

Contacts who are linked to pupil/students who have left the school are not deleted 
using this routine, even if they have no links to current pupil/students. 

1. Select Tools | Housekeeping | Delete Unlinked Contacts to display the Find 
 Unlinked Contacts browser. 

 Click Search button to display a list of all unlinked contacts. - You are able to view 
 this list to see what is to be removed. If there are any names of contacts in the list 
 you do not wish to remove they can be deselected. 
2. To indicate the contacts you wish to delete, select All from the Select drop-
 down button at the top of the screen. The selected contacts are then displayed 
 in the Unlinked Contacts to be deleted panel at the bottom half of the page. 
 
 You may notice a lot of the contacts only have partial details entered –indicating 
 they have never really been in use. 

 

3. Contacts can be removed from this list by highlighting their name in the Contacts 
 to be deleted panel then clicking the Remove button to the right of this panel. 
 These contacts will then not be deleted. 

4. A list of contacts you intend to delete can be produced for reference purposes, if 
 required, by clicking the Print button. 

5. Click the Delete button to delete the selected unlinked contact 

6. Click the Yes button when prompted to confirm the deletion. 

http://removed.as/
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Step 2 - Unmatchable Addresses Report 
 
It is advisable to run this report before running the Tidy and Merge Addresses 
routine as it identifies addresses that are not complete enough to be included in the 
tidy Routine. Such addresses should be manually edited before proceeding with the 
Tidy & Merge routine. 

The Unmatchable Address report identifies any addresses that are too incomplete to 
represent a unique residence or have data in incorrect fields (e.g. post code data in 
the Town field or contain superfluous data such as phone numbers or other contact 
details). 

NOTE: This is particularly important because any phone numbers or email addresses 
found in address fields are removed during the tidy process, and assigned to all the 
residents living at that address. You may therefore wish to manually move this 
information before proceeding with the tidy routine. 

Running the Unmatchable Address Report 

Select Tools | Housekeeping | Bulk Address Tools | Unmatchable Address 
Report to display the report in your web browser (the report may take a short 
while to display). The report lists any unmatched addresses together with the 
name of the people who are residents at the address 

 

Above is a sample of what the report will look like. The Residents field gives you an 
indication of where to go to correct the address. E.g. 

[St] – Indicates the address is linked to a Student 

[xSt] – indicates the address is linked to an ex-student (or leaver) 

[Cnt] – Indicates the address is linked to a contact for a student 

[Em] – indicates the address is linked to a member of staff 

[NoK] – indicates the address is linked to the next of Kin for member of staff 
[App] - Indicates the address is linked to an applicant 

[ApRel] – indicates the address is linked to an applicant contact 

It is recommended that these addresses are manually edited where possible before 
proceeding further. Don’t worry if there are addresses you cannot sort at this point – 
you can still proceed to the Tidy Routine (these addresses will not be included in the 
tidy). 

The report is saved to the following folder on your PC -in both .html and .txt format: - so 
can be accessed again at a later date 
C:\Documents and Settings\<Username>\My Documents\SIMS Address 
Reports 

file:///C:/Documents
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Step 3 - Tidying Address Data 
 
 
IMPORTANT NOTE: Please carry out a full backup of the SIMS database before 
running either of the tidy or merge routines. 
 

1. Select Tools | Housekeeping | Bulk Address Tools | Tidy and Merge 
Addresses to display the Address Tidy and Merge wizard. 

 
 
 

2. You must run the Tidy report before the actual tidy process can be run. 

 Click the Tidy Report button to produce the list of Address details to be tidied. 
 (This may take several minutes to complete).
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The report lists any incorrectly formatted addresses – Before (1st row) together with 
the suggested reformat –After (2nd row) which shows how the address will be 
displayed after the tidy process has been run. It also shows the residents recorded as 
living at the address. 

The After row includes the rule that has been applied to tidy the addresses. A list of 
these rules can be found at Appendix A or on your SIMS System Tools | Setup | 
Address Tidy and Merge Set up 

 

WARNING: Please check the report carefully before clicking the Tidy button. The 
tidy process will permanently change the address data stored in SIMS. Any 
addresses that are incorrectly tidied will need to be manually amended. 
NOTE: Any phone numbers or email addresses found in address fields are 
removed during the tidy process, and assigned to ALL the residents living at 
that address. You may therefore wish to manually move this information before 
proceeding with the tidy routine. 

 

3. Once the Address Tidy report has been produced, review the content and 
make any required manual changes. Click the Tidy button to initiate the tidy 
process (this may take several minutes to complete). 

 

If you do not wish to complete the Tidy process at this point you can choose Cancel or 
Skip to Merge 

All the reports are saved to the following folder in both .html and .txt format. 
C:\Documents and Settings\<Username>\My Documents\SIMS Address 

file:///C:/Documents
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Reports The text document also includes tables of abbreviations that are used to 
identify for example, that ‘Drive’ might be abbreviated to ‘Dr’ or ‘Drv’. Also shows all the 
validation rules that are applied by this tidy routine 

Once the tidy process has been completed, it is recommended that you run the 
process a second time and then run and check the Unmatchable Addresses report 
again. Any addresses that still feature in the list probably require some manual 
amendment. They may not be complete enough to identify a unique residence, or may 
contain non-address information that needs to be moved. 
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Step 4 - Merging Addresses 
 
It is recommended that you run the Unmatchable Address and the Address Tidy 
routine (as described in the previous section) before merging address data because 
the tidy process increases the chances of duplicate addresses being identified. 

IMPORTANT NOTE: Please carry out a full backup of the SIMS database before 
running tidy or merge routines. 

1. Select Tools | Housekeeping | Bulk Address Tools | Tidy and Merge 
 Addresses to display the Address Tidy and Merge wizard. 

2. Click the Skip to Merge button and then the Merge Report button to produce 
 the Address Merge report (this may take several minutes to compile). 

 

The report lists all duplicate addresses that will be merged into a single address, 
together with the residents who are recorded as living at the addresses about to be 
merged. (if a few duplicates exist for one address there may be several addresses 
listed as original). 
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NOTE: Please check the report before clicking the Merge button. The merge process 
will permanently change the address data stored in SIMS. Any addresses that are 
incorrectly merged will have to be manually recreated. 
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3. Once the Address Merge report has been produced, reviewed and printed, click 
 the Merge button to start the merge process. This may take several minutes to 
 complete. 

 
 
The report is saved to the following folder in .html format: 
 
C:\Documents and Settings\<Username>\My Documents\SIMS Address Reports 

4. Click the Finish button to close the wizard. 

 

5. Click the Yes button to complete the process. 
 
 
 
 
 
 
 

 
Should you experience any difficulties, please contact the  

ICT service Desk: on 233 8600 and your call will be logged for assistance. 
 

file:///C:/Documents
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