
How to SCRUB Your Call List
VERY IMPORTANT - All of your data needs to be in an excel spreadsheet FIRST (if you have a txt or csv file there

are easy ways to convert these documents into an excel spreadsheet by simplifying Opening the file in an Excel.

This is what you should see when you click on SAVE AS:

CHANGE  the file type from CSV or TXT to Excel Spreadsheet and rename if necessary - See Below:

Below is a step by step guide to scrubbing your list against the Do Not Call List Registry’s List

1. Open your Call List in Excel

2. Go to www.Bentongroup.org and click on the DO NOT CALL LIST Button:

3. Download all the files you need based on Area codes on your list

4. Open one of the Excel spreadsheet for the DNC List. For example - based on the contacts in this sample

I opened up the DNC List for the 951 Area Code.

5. Copy the column A by:

a. Click on Column A to select the column

http://www.bentongroup.org
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b. Click on Copy

c. OR Right-click to Copy

6. Insert a new column in your worksheet next to the column of numbers you want to scrub  and paste

the copied data from ‘Column A’ into the new empty column in your spreadsheet
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7. Click to highlight the Column that has the phone numbers that need to be scrubbed, click on

‘conditional formatting’ then click on ‘Highlight Cells Rules’ and then scroll down to  ‘More Rules’

and click - see below:
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8. The following Dialogue box will appear, then please select the ‘Use a formula to determine which cells

to format’.  See image below:

9. Insert the following formula =VLOOKUP(K1,$AC:$AC,1,FALSE) into the box highlighted in yellow and

set the format of the cells that will be highlighted by clicking on the circled button in the image below:
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10. The following dialog box will appear. Be sure to select strikethrough and any font style changes here, as

shown in the image below, then click on the ‘Fill’ Tab:

11. Once the dialog box appears as below, be sure to now change the color to let you know which

numbers should not be called as they appear on the DNC.  If you want more color options feel free to

click on the button shown next to the red arrow. If your color choice is complete then click on the ‘OK’

button circled below as well:
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12. This will take you back to the dialog box for editing the formatting Rule. If the preview

window looks good to you click ‘OK’ again, as the image shows below:

13. Once you have clicked ‘OK’ you should see any numbers that are on the DNC formatted

exactly as shown in your preview box.  Please see image of sample below:
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14. Repeat steps 4 - 13 for each Area Code you would like to use. Fun tip, the spreadsheet slows

down after 3 full columns of DNC List - See Below:

Also you can adjust the formula to match against your new columns simply by understanding the following:

=VLOOKUP(O1,$P:$P,1,FALSE)
O1 is simply the column where you data that needs to be scrubbed lives so it can be changed

to any column simply change the letters in front of the ‘1’

$P:$P is the column where the data for the DNC list exists - to change this column simply

change ONLY the letter to reflect which column the DNC List is copied to. For example if the

DNC list data is in column N then this portion of the formula should read $N:$N.

EVERYTHING ELSE STAYS THE SAME. :)

GOOD LUCK and feel free to email with any questions.


