
How to merge Master Name 

In master name (under Records, then Administrative, then Master Name), find the person you 
want to merge and open up the record. 
 

               
 

 
 

 
 



Then click on the "merge" right above the tabs. 

 
 
 
 
 
Then lookup the person you want to merge into --- but do not open the record--- 
On the left side of the name click the box that will say merge when you hover over it. 
A box will pop  up and you can verify before proceeding. 

 
 

 
 

 



 


