Our Customer Said

“I have the same customers details recorded
multiple times, how do | remove duplicates and
merge the details ? ”
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Technical Tuesday
REAL LIFE TECHNICAL SUPPORT ANSWERS

We Said

“You can merge all the records into
one and update all the relevant jobs
with the correct details.

Click on Control Panel.

Click on the Maintenance Tab.

Click on Database Ultilities.

Depending on which type of record
you are trying to de-duplicate, select

“Clients” or “Customers” then click here -~
on the Search button. /

Scroll down the list that display here.

Double click on any duplicate records.

The selected addresses for merging
will be shown in the bottom list here.

JOBTRACK

PROFESSIONAL

=
2 Database Milties

Job No: | | | Cloamtrvoice | l

= >,

[lnn-ao}lnﬁma.iu_uﬂ«_ll e

Maik Job az complele il it waz Crealed or o0 belode: |

| | Makobo s Complste | | Mark Quote s Complete |

Available Chents:

|icon || Seaich I ) Chewits

L] This ot s dudeonss

Job Humbers, :

Maene: Coumnty Councl

JHE4

]

Mol ais

123 LEAS FOAD CLACTON-ON-SEAESSER

Comandy Conred 2refl Flooe 123 Leas Road Clscton On Sea € seey
Conandy Ciorecd Conmity Cioumecd Q.1 23 Leas Rosd Clacton On Sea)

=

i

1
E
L
z
'i .
il
sf
%
2
!

i
i

[ ko e
1 I!l'h&-l:i-&nlpdu'lnﬂl keep by clhoking on it on the "4
IJMH eige How' bulton

Pleaze enaure you have selected the client pou with o keep az thiz operation iz rold revenzable,

To remove & selected chen, mmply doubla chck # in the Ikt
You can queckly teo any attociabed job bup double clbeking on Ehe ‘Job Mumberz® izl

‘ Mg Miwr

-t

/

When you're finished picking the duplicates click on the record with the best data in the top list.
|.e. this is the data you want to keep, the one with the best address.
Click the Merge Now button at the bottom right of your screen.

All relevant jobs will be updated and the details merged.

Repeat the process for other duplicates.”
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