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1. Click the blue North Star icon.

2. Select "Fundraising."
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3. Navigate to Constituents.

4. Use the search bar to quickly find individuals.
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5. Click on the resultant constituent from the list to access their detailed profile.

6. Select the more options menu from the vertical ellipses to reveal advanced profile actions.
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7. Choose "Merge into another Constituent" to start consolidating duplicate records.

8. Pick which record you want to merge.
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9. Click Continue to Preview for a side-by-side comparison before committing to the merge.

10. Review and select the preferred value for each of the Personal details fields, like Title, 
Suffix, First Name, etc. to ensure accuracy.
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11. Confirm the correct email address so future messages reach the right contact.

12. Verify which phone number you wish to keep.
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13. Review address details to choose the most accurate location for the merged record.

14. Set communication preferences to respect your constituents' wishes.
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15. Select the correct Status to accurately reflect the constituent’s engagement.

16. Select which Tags to keep to enhance segmentation and targeted outreach.
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17. Check Households to preserve family or shared connections during the merge.

18. Review Relationships to ensure valuable connections aren’t lost.
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19. Look over Notes and add context so your team is always in the loop.

20. Hit Execute Merge to merge records.
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