\.'Hocke

Australia

Duplicate Records — Merging

Despite the best endeavours of clubs and participants alike, duplicate records will be created in the database from time to time. A feature is now available
which enables club administrators to remove duplicate records by merging them together, ensuring no important financial information or playing history is
lost in the process.

Step 1: Login to your administration console, click on MemberDesq, select Members then Members Listing from the sidebar menu.
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Step 2: Search for the member that is currently active and financial that you want to merge the inactive or unfinancial record into.

Step 3: Click the Actions drop down menu then select View.
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Step 4: Once the member’s profile is displayed click on the Actions drop down menu in the top-right corner.
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Step 5: A pop-up window will display where you will be prompted to enter the
Target Email Address and some further contact details. This will

automatically merge the details into the single record. Target First Name
XXXXX
Target Last Name =
XXXXX
Target DOB = XXXXX

Note: Always make sure that you're merging the unfinancial record into

the financial record to ensure that your member maintains their financial « Cancel
status and their ability to access their membership. Once profiles are

merged the changes are finalised.
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