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ListBuilder Helpful tips

1. Thereis a S10K maximum dollar amount for each order,

2. Changing an email associated with an account must be managed by MCH's IT team. Please
send an email to info@mchdata.com for assistance.

3.  You can build a list without a login and see counts and pricing based on your selections,
however, you will not be able to complete the check-out process unless you create a login.

4. Discounts and other features that are associated with user accounts will only display if a user
is logged in.

5. If you forget your password, you may click on the forgot password link in the login box. MCH
will send an email with a link to reset your password.
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Creating a LOGIN

Click on the LOGIN button at the top of the page or select the
login hyperlink directly above the chevron bar on the
ListBuilder page.

Counts

Education Healthcare Government Religion

Schools Buying Organization

Selections




Account Set-Up

) LOGIN

When you see the LOGIN pop-up box, click on Create
Account in the lower right corner.

This will prompt you to enter your email address and create a
password.

Once you hit the SIGNUP button you will receive an email to
verify your account. After you verify your account, you will
be prompted to log in and enter your profile information.

Once you have completed your profile you will be able to
build and save a list, review your selections and complete
your order.



Selections Clear filters Bul ‘d | Ng d ‘ ISt

Industry/List Selection
School Select Criteria.

As you build your list, you can view the selection criteria you have
added in the selections section to the right underneath the countsand
Institution & Personnel with pricing box. At any time if you want to remove a criteria, simply click
Email the x next to the criteria you want to remove. To clear all criteria,
select clear filterslocated in the top right corner of the selection box.

File Type Selection

Add On Packages

General Properties
Supplementary Features Once you select the institution type and file type, you will be able to
view counts. If you select the institution only file type, you will also be

able to view pricing. If you select any file type with personnel, you will
be able to view pricing after the personnel selections are made.

Counts and Pricing.



Choose

Having difficulties? View our User Guide and Data Dictionary or Contact Us
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it Geography stitutic - Limiting & |
e e e Suppression e | I l S t | t u t I O I I y p e
Choose Type of Institution Counts
Institutions 0

Education Healthcare Government Religion MCH 'S data iS Categorized by
5choal Buying Organization Government Office Church i N d u St ry' Sel ect th e i n Stituti on type fo r th e

School District Healthcare Ownership Fire and Ambulance .
Child Care Centers Hospital Jails/Correctional Inst. & Sheriff Depts. I nd UStry SeCtor you need °
Qutpatient Center Police and Highway Patrol

Selections

Residential Care Facility Ed UcatIOn .

“ Healthcare.

Government.

Religion.



Choose File Type

Choose between three different file types:
1. Institution Only: A single file containingonly institution and its attributes.

2. Institution & Personnel: A single file containing personnel that meet your selection criteria as well as the
institution data associated with that person.

3. Institution & Personnel with Email: A single file containing personnel that have email addresses associated
with them that meet your selection criteria as well as the institution data associated with that person.

To see a list of the attributes included in the output file, click on the Fields link directly below the selection.



Data Change

@ Basic Change Subscription . . L. . . .
_ Basic Subscriptionis a free service that provides updates

on records that were deleted from the MCH database.

Premium Subscription can be added for a for a small fee
Premium Change Subscripton which provides updatesto records that were:
o » Added - Records added since last download that
meet selection criteria.
» Changed - Records with an email address change.
*Only applicableto orderlists with emailsincluded.

» Excluded by Criteria - Records no longerincluded
because they do not meet the specified
filter criteria.

> Deleted - Records removed from the database
(closed, no longer employed, etc.).

Cost for the Premium Subscription will be available on the review page.



Data Change
Subscription

User Order History

Order History Data Change History

Search/Select Order List Data Change Subscription

Schoal District - 05132021 - 1130AM (2467) Premium Generate and dOWnload your data Cha nge
- subscriptions on the order history page.

e - los wi -
-- _ = Retail Users: Files will automatically generate

2467-DCY SchoolDistrict_ 2467 Deltal.cs 06/12/2021

every 28 days and be available for selection to

BE BB download.

Broker Users: Broker customers have the option
to generate at their discretion if there is a 28-
day interval between the last generation and the
current generation.

|:| 2467-DC1 SchoolDistrict 2467 Deltal.csv 06/12/2021 Deleted - 0



Add on Packs

| | MCH has made it easy to add bundled attributes

to your output file with Add on Packs. To see
the attributes included in each of the Add on
Packs, click on the fields list directly below the
package name.

Counts and pricing will be available on the
review page.



Filter Options:

State/County/City/Territory —You can choose individual states by clicking on
the states you would like to include. In order to narrow down your list by
county or city you must select only one state. When one state is selected
you will then see the options to input either the county or city selection(s)

you want to include. NOTE: you can only select city or county (not both) and G e O ra h

for some list types you will see an option for State/Territory.

Zip Code + Radius — This option allows you to enter a single zip code and
enter a whole number in the text box up to a 500-mile radius you would like

to apply. You can only enter one zip code and radius per list. The default for geography is all states.

Zip Code Filters — Zip code options allow multiple ways to filter by zip Choose one of the OptionS to limit selection
code. Either use the Zip Code List to enter up to 100 zip codes to include or criteria

use the Zip Code CSV to upload a larger quantity of zip codes to include. The
CSV file should be formatted to have the list of zip codes in the first ) ) ) ) )
column with no header. The file will be used to limit the list you are building SEIECtIOnS WI” dppearin the criteria bOX.
to only include records that have those zip codes that are in the file.

Counts/prices will also be adjusted.
SCF Filters: SCF options allow multiple ways to filter by SCF code. Either

upload a CSV file of SCF codes or enter up to 100 SCF codes using the SCF list NOTE: Prices will not dlsplay fOf |iStS that have
on the screen. . .

personnel until the personnel selections are
CBSA/MSA Filters: Check a box to filter by a designated CBSA or MSA. These made. Counts and prices for Add on Packs will not

categories are grouped alphabetically and include CBSA/MSA ID, along with
a search feature to help users easily find what they are looking for.

display until the review page.



[ ] [ ]
Already have an account? Login Having difficulties? Contact Us n St I t l I t I O n
Institution & File Type Personnel ';_‘L';:‘;'r':;‘;”m Review

Filter by Counts

1 Core Conter Tyme of netitation ) Within the institution tab you will
find a list of institution level

Control + . .
attributes you can use tofilter

Frreliment " e your list. The list of attributes will

Existence of Grades + vary based on the institution type

Institution New-to-File Date + ‘ selected. The filter options are

Instructional Expenditures per Pupil + dlfferent based On the data type Of
the attributes.

NCES +



Already have an account? Login Having difficulties? View our Help Page or Contact Us

fon o Limiting &
o e

Person New-to-File Date

Job Functions

Search Job Functions

EXPAND 10B FUNCTIONS
COLLAPSE JOB FUNCTIONS

Counts

nstitutions: 560
Personnel: 1,230

Selections

IndustrylList Selection
School District

File Type Selection

nsttution & Personnel

State(s)
Missoui

Personnel

This tab will only display if you are building a list that is a file type which
includes personnel (i.e., Institution & Personnel or Institution & Personnel
with Email). This is where you can filter your list based on personnel-level
attributes such a new-to-file date or by job function.

Job functions may be broken down into categories. You can expand the
category groups and select individual job functions within the category. If
you want all job functions within the category just double-click on the
select all option in the category group. You can see what job functions
have been selected by looking in the Selections section on the right side
of the screen. To remove a job function, just click on the x next to the job
function in the Selections list. You can also search for a job title by typing
the text you are looking for and it will automatically expand and highlight
job titles that meet the criteria to make them easier to find.



Already ha Having difficultie: r Contact Us

Limiting

Limit to:

By:
® None

Institution ID
Mailing Address

Name and Zip Code

Record Count

Limit to:
None

Total number of records

Prior Order Supression

Keycode

PREVIOUS

Counts

Institutions: 560
Personnel: n,230

Selections

Industry/List Selection
School District

File Type Selection
Institution & Personnel

State{s)

Limiting and
Suppression

Limiting — this option allows you to
enter the maximum number of
records you want included in a file
based on the option you select.

The is also an option to limit the
total records in the output fileto a
specified number.

For example, if you were building an
Institution & Personnel list for
Schools that included multiple job
functions, you could limit the file to
include 2 records per institution.



Having ¢

— Limiting and

Counts

ficulties? View our Help

nstitutions:
Personnel

+ Suppression

Prior Order Supression -

Files available for suppression ge back to a maximum of 18 months and we only display your most recent 10 orders. To

suppress against a less recent order, use the search prior order option. Selections

708 - Library - 01052020 - 0406PM, Industry/List Selection: Library,File Type Selection: Institution & Personnel, SCF Codes:

640, 653, 620, Job Title(s): Librarian,, 1/5/2020 12:00:00 AM Industry/List Selectic . . H H H i

® one Library Prior Order and Upload Suppression —In orderto use the suppression functionality, you must be loggedin

File Type Selection with youruserID. This allows you to select a priororder or use the upload suppression optionand upload a

Institution & Persanne CSV file to remove records from your current order based on:
677 - Library - 12182019 - 0440PM, Industry/List Selection- Library File Type Selection: Institution & Personnel with State(s) . . . . . . . . . . . .
Emiail Add On Packages: Supplementary Features Primary Funding Source: Public,Types of Libraries: Public Library, State Indiana ° Institution ID: The unique MCH ID forthe institution. Th IS optlon IS avallable for a ”flle types'
Library,Job Title{s): Library Director,, 12/18/2019 12:00-00 AM . . . . . . .
o Person ID:The unique MCH ID forthe person. This option is available for Institution & Personnelor

Institution & Personnel with Email file types.

o Email Address: The email address associated with the person. This optionis available forthe
Institution & Personnel with Email file type.

o Name andZip:Based on a person having anidentical name within the same zip code.

ID on your Order

You can find your order |

o Various Identifiers: NCES ID, NPI Numbers, DEA Number, Provider State License Number.

Enter up to three Order List IDs.

Search Prior Orders —Search Prior Orders allows you to input up to three order list ID of prior order placed
. within the last 18 months for the Institution Type you are buildingthe currentliston. You can find the order
; listIDon yourorderhistory page. Once you inputyou order listidyou hitthe GET LIST buttonand it will
m return the information onthose lists for you to select your suppression options.

Keycode —This is a text value field you can s pecify. A KeyCode column will be added to your output file with
the value populatedinthatfield foreveryrecord. The fieldis alpha numeric, cannot have spaces and must
Keycode + not be longer than than 25 characters.

FRene “




Limiting and Suppression

Healthcare Ownership - 09142021 - 1141AM  edit Name $242.82
Would you like to add Data Change Premium subscription for an additional $24.28? Click here to add
mstitutic?n.s:Z'ﬂ, Personnel: 1,349 o -
Industry/List Selection: Healthcare Ownership,File Type Selection: Institution &
Personnel,States: Minnesota
e Applies to Broker Users Only:
Edit Save for Later Delete Clone Count Reports Save as Count List
Count Suppression —In order to use the suppression functionality, you must be
ENABLE BULK D subtotal $242.82 logged in with your user ID. This feature allows you create a list that can be
applied as a suppression to another order prior to checking out.
ist(s) (O Items) +
Creating a List to use for Count List Suppression - To create a count list, build a list
- and place it in your cart. If the featureis enabled, you will see the option to “Save
as Count List.” Clicking on “Save as Count List” will move the list to the “Count List”
1133 - Full Hospital Count List Suppression  edit Name $135.60 section in the cart and make the list available for selection from the count list
Institutions: 47, Personnel: 365, Distinct Emails: 339 . . . L. .
\rdel;ryLl;}SL\_-\Uw Hospital,File Type Selection: Institution & Personne! Suppresslon Sectlon On the Ilmltlng and Suppresslon tab.
with Email States: Idaho
View All
Edit | Delete | Clone The “Saveas Count List” option will not display as an option if:

° You are not a broker user
o The list you want to use for count suppression has any kind of limiting applied

o The list you want to use for count suppression already has another count
suppression list applied




Having difficulties? View our User Guide and Data Dictionary or Contact Us

T m e o

Limiting +
Data Change Premium Subscription and count list suppression feature is not available when limiting is selected.

Prior Order Suppression +

Upload Suppression +

Company Prior Order Suppression +

Count List Suppression —

1133 - Full Hospital Count List Suppression, Industry/List Selection: Hospital File Type Selection: Institution & Personnel
with Email,States: Idaho, 9/14/2021 12:56:02 PM

Counts

Institutions: 60
Personnel: 2,674

Selections

Industry/List Selection
Hospital

File Type Selection

Institution & Personnel

States
Idaho

Limiting and
Suppression

Applying Count List Suppression — Count ListSuppression,ifenabled, will appearasanoptionin
the Limitingand Suppression chevron. The count lists you created and saved will appearinthe
section for selection justlikethe prior order suppression. You will only seethe lists available
based on the listtype andfiletype of the listyou are currently building. Suppression options you
may see are:

o Institution ID: The unique MCH ID for the institution. This optionis availablefor all file
types.

o PersonID: The unique MCH IDfor the person. This optionis availablefor Institution &
Personnel or Institution & Personnel with Email filetypes.

o Email Address:The email address associated with the person. This optionis availablefor
the Institution & Personnel with Email file type.

o Name and Zip: This optionis availablefor the Institution & Personnel or Institution &
Personnel with Email filetypes. It will suppressbased of off anidentical namematch within
the same zip code.

NOTE: Once you have appliedthe countlistto anorder listfor suppressionitwill nolonger be
availableforselection. If you want to use the count listfor more than one order list, you will
need to cloneit and saveanother copy to use as count listsuppression.

Once you have added an order to your cartor checked out anorder that has count list
suppressionapplieditwill nothavethe clone option enabled.




Review and Cart

Review:

Includes a summary of the selections, counts and pricing of your order. This includes the counts and pricing for any Add on Packs you
selected.

Cart:

When you add an item to your cartit will be given a system generated name for the list. To change the name, click Edit Name.

To make changes to a list in your cart, click on Edit below your list details. It will take you back to the list builder to make additional
changes and place the item back in your cart. NOTE: If you choose to edit a list and do not hit add to cart after you are done making
changes, that list will no longer be in your cart.

To delete a list in your cart, click Delete.

To clone a list that is in your cart click the Clone option and that will create a copy of the order list.

If you have more than one list in your cart and are not ready to purchase all lists, you can move lists that you do not want to purchase at

this time to your saved cart area. Justclick Save for Later. The list will appear under Saved Lists. When you are ready to purchasea list in
your saved list area, select Move to Cart.



Check Out

In the checkout area you will see the payment method options that are available to you as either Open Account or Credit Card or Sample
File.

NOTE: Open accountis only shown if you have applied and been approved for an open account with MCH. Sample File is only shown if it
has been enabled on your account and the order list meets the criteria for a sample file.

If paying by credit card, you will be prompted to enter your card number, card name, expiration date, and CVV. Your billing address will be
prepopulated with the address associated with your profile. You can edit the address by typing over the information.

If paying by open account, you have the option to enter a PO number if you have one, but it is not required. Your billing address will be
prepopulated with the address associated with your profile.

If you have a promo code you can enter it in the Promo Code box and hit Apply.
In order to complete the checkout you will be required to check the box that you agree to the terms and conditions noted.

Once checkout is complete, you will see a confirmation page where you can print your receipt and download your list.



Menu

When you are logged in to ListBuilder, you will see Menu located in the upper right corner of the
website. The options under Menu include:

My Profile where you will see the profile information you entered when you created your user
profile. You may edit the information, except for email address. If you need to change the email
address associated with your account, you will need to contact MCH at info@mchdata.com.

Order History will take to you our Order History page which allows you to view prior orders
placed on ListBuilder over the past 18 months.



Order History

In the Order History section, you will be able to view your List Builder order history along with
the order details, date created and the download expiration date.

Click Order ID to reprint a copy of your order receipt.

Click the download button to download your list. List will be available to download for 30 days.

If you see a message indicating your file is being generated in lieu of the download button, check
back in a few minutes, or refresh your screen to get your download. Depending on the number
of records ordered, it may take a few minutes for the order to process.



Email Append

n & Personnel with Email

Calendar Dates

The Email Append Add on Pack is used to add
available email addresses to all personnel
meeting the selection criteria. If an email is not
available, the name will still be included in the
order.

This package is only available on the Institution &
Personnel file type.




Other Information

Distinct Email
* Order Lists that contain email will display a separate count for the number of distinct emails.

* The order amount or email append package amount will be calculated based on the number of distinct emails.
* The output file will containall personnel records and may include duplicate emails.

Cross List Suppression —

* Within the same vertical (education, healthcare, etc.), users can choose a prior order to suppress against a new
one. For example, if you had previously purchased a School District list with email addresses and now want to
purchase a School list and exclude records with the same email address you can.

* To select a list to suppress that is from a different segment, you will need to enter the Order List ID in the search
box and choose Get List.

* You will be able to use this feature to suppress the old healthcare files against the new data.



