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1.1 MERGING DUPLICATED CONTACT 

Use this function if you have duplicated Contact Card, to transfers all the related entries to one Contact 

Card and disable the other. 

NOTE 

If you are transferring a buyer related entries to a contact for which Buyer Card does not exist, it will 
relink existing Buyer Card to the new Contact. 

If you are transferring a buyer related entries to a contact for which Buyer Card does exist, it will relink 
all the buyer related entries to new Buyer Card associated with the Contact. 

The same rule applies to all entries related to a Vendor Card. 

To merge a duplicated Contact: 

1. In the Search box enter Merge Contact and then choose the related link.

The Move Contact window opens.
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2. From the contact list, select a line with contact details you want to move all the related entries

from, and then select Set as Move from located on the Ribbon.
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Now, details of selected Contact are visible in Move from Contact window. 
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3. From the contact list, select a line with contact details you want to move previously selected

contact’s related entries to, and then select Set as Move to located on the Ribbon.
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Now, details of selected Contact are visible in the Move to Contact window. 

Before you process, make sure the Move From and the Move To contact details are correct. 

IMPORTANT 

The process cannot be reverted! 

The Move contact process does not copy information from the General FastTab and does not 
copy settings from a vendor or a buyer card. 

Before processing, make sure all the contact details from the CopyTo and all the settings on a 
buyer and a vendor card are correct. 
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4. To process the transfer, select Move from the Ribbon.

5. Select Yes to confirm on message: “Do you really want to move Contact … to …? You cannot

revert this change”.
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Now, on the contact list, transferred contact is marked in red colour with information “Contact merged 

(Merged To contact number), DO NOT USE”, and all related entries are transferred to the new Contact. 

After transfer is finished, the contact you are transferring from is disabled. 
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