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Howto Merge Duplicate Contact Records

Market: Federal/State/Local, House, Senate
Module: Contacts
Purpose: This guide provides instruction on how to merge Contact Records.

Key Benefits

1Q provides the capability to merge duplicate contacts that were inadvertently entered to help maintain the quality of data
stored in the system.

1. Navigate to Contacts > Find Contacts > Find or Add a Contact

Home Contacts &

Find Contacts

Find or Add a Contact

2. Under the Find Contact pane, enter the name of the contact. Based on the results, select the boxes next
to the contacts to merge.

Home Contacts v Messages v Qutreach v Services ¥ Library v Events v LegiStats v Admin v
Find Contact Contacts » New

john quorum & F|nd or Add d CO nta Ct (2 of 2 Records Selected) C]
Email e Add Contact  Change o New o More o Sort: Relevance (Desc) o @
Phone Number +Message +Default Service +Service +Attachment +Opinion +Household +Affilistion Delete (ID# 7118187) 1
Title ! John Quorum Messages: (Open: 0 Completed: 0)

Q Outreach: (Open: 0 Completed: 0)

7994 Quantum Dr Services:  (Open: 0 Completed: 0)

Organization Vienna, Virginia

training@ighelpdesk.com

Organization2

+Message  +Default Service +Service +Attachment +Opinion  +Household +Organization ~ +Affiliation  Delete (ID# 7118163) 2
Street Address
@ Mr. John Quorum Messages: (Open: 59 Completed: 6) Mewsletter Subscriber
) - Outreach: (Open: 1 Completed: 2) Frequent Writer 1Q-Identified
Street Address2 Assistant Manager Services:  (Open: 6 Completed: 4) US Vet
Target Engagement Med

7994 Quantum Dr

City Vienna, Virginia
training@ighelpdesk.com

Business: (704) 000-0000

State
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3. Select Change > Merge.
h Contact 2

[chaned ® | new &

e ]
Household
Affiliation
Agency Codes
Data

Delete

Text Opt In

Under Target, select the contact record into which other contacts will merge.

Merge Selected Contacts

A’

Select Records for Merging

v # Target Name Address Type
1 m Mr. John Assistant Manager B (10of 2)
Quorum (training@ighelpdesk.com) Target
ID# 7118163 7994 Quantum Dr
Vienna, VA
2 John 7994 Quantum Dr H
Quorum (training@ighelpdesk.com) Vienna, VA
1D# 7118187

Merge Later Cancel

Household

Mail

60 pending
8 closed

0 pending
0 closed

Workflow

6 open
4 completed

0 open
0 completed

5. Click Merge
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