Updating NCOA (National Change of Address)

In RE, open the Data Health Center.
Under AddressFinder, click “Submit New Data”
-maximum number of records that can be processed at once is 50,000 – I typically attach a query to this with parameters to keep us within the 50,000 limit

You will get an error message saying it cannot connect to the database, save the file someone on your desktop as you will need it for the next step detailed in this knowledge base article: http://bbmarketplace.force.com/bbknowledge/articles/Article/98545 


After file is back
· Under Data Health Center, find the row labeled “AddressFinder”
· Click on “Update Data” 
· You will need to find the file returned via the FTP site – browse for it and run it from the Data Health Center area

   [image: ]	

· 1. General:
· Make sure “Update only addresses with NCOA address changes” is checked
· Save import file to the appropriate folder in 
\\Fchc-shared\development\Database\NCOA



· 2. Process Options:
· Select “Batch mode”
· Create control report, but do not print
· Updated addresses should be added as “Primary Address”, info source is “NCOA – Month Year”, from the date added
· Save Old Address as “Old”[image: ]



· 3. Address Format:
· Address Capitalization should be “Proper case address”
· Keep address lines on one line

· 4. Update send mail and invalid address boxes – see this knowledge base article for how to: https://kb.blackbaud.com/articles/Article/43068
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