Merge Duplicate Employee Records
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A FULL ADMIN has access to the following MERGE tool.

1. Open/ Edit the employee name that you will keep, ie the version that the employee has activated or

used.

2. In the Merge Section, type the name of the duplicate name, ie "Dave Davids, as shown below, and

select as the name pop up.

3. Press MERGE
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YOU MUST BE SO CAREFUL WITH THIS TOOL. IT MERGES
THE ENTIRE HISTORY AND ALL DATA OF THETWO
RECORDS. THERE IS NO UNDO!



