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This document will walk you through using the address book bin to merge address book objects.

Adding Address Book Objects to the Bin

From the Details Page

From the Search Page

From the Manage Page

Merge Address Book Entries

Remove Objects from the Address Book Bin
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Adding Address Book Objects to the Bin

From the Details Page

1. Hover over Address Book.

2. Click Details. This will take you to the most recent address book object you have viewed.

AddressBook Resources Invoicing Reports My Website  (

Arena Bvents L] Jane Does Co

3. Click the grey binicon in the upper-right of the address book details page to add the object you are
currently viewing to the bin.
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From the Search Page

1. Hover over Address Book.
2. Click Search.

les AddressBook Resources Invoicing
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3. Search for the address book objects you would like to add to the bin.

For more information on using the address book search page, please see the corresponding article.

4. Click the grey bin icons to the left of your results to add them to the address book bin.

. Type: Company - ”M-:Dc:ugles . Tags: Local Companies > Search I
JInclude archived? & Ay O All O Exact
Company (Z)
Hame Parent Location El =
B3] McDougles Fast Food. In Event City, ST
B3 McDousles Fast Food, Ing Event City, 5T



http://helpdesk.eventbooking.com/knowledgebase/articles/15085
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From the Manage Page

The address book manage page contains a list of all of the potential duplicate entries in your address book
that the program has been able to identify. This page is extremely useful when trying to consolidate many
address book objects.

1. Hover over Address Book.
2. Click Manage.

My Website

Home Calendars Sales Addres=Book { { Invoicing Reports

N
eventbooking.
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3. Click the grey binicons to the left of the address book objects you would like to add to the address
book bin.

Filter by: 2138 E0 A  Email Address
Name Parent Location Phone Email

= K S';.S;mﬁ 1 (865) 966-4900 support@eventbooking.com

' Go Support (865) 966-4%00 support@eventbooking.com

B2 cosucort (865) 966-4500 support@eventbooking.com

512 cosuocort (865) 966-4900 support@eventbooking.com

o | Go Support (865) 966-4900 betasupport@eventbooking.com

R cosucoort {865) 966-4500 betasupport@eventbooking.com
Go Support (865) 966-4900 betasupport@eventbooking.com
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Merge Address Book Entries

1. Hover over Address Book.

2. Click Bin.
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3. Select the type of address book objects you will be merging from the action drop-down.

Bin Bst

Action: Company merge - Fields Master 4 Make mast

Company merge

= Name MecDougles Fast Food, Inc @
MecDougles Fi

Venue merge

Artist merge Parent




Merge Address Book Entries

4. Click Make master at the top of a column to use that address book object’s information as the
default.

5. Youcanclick the green arrows to copy information from other objects into the master, or you can
manually enter and adjust the information already present in the master.

6. Once all of the master’s information is correct, click Merge.

Fields Master ‘ﬁ Make master
P
Name MecDougles Fast Food, Inc ‘ﬁ
MaDougles Fast Food, Inc
Parent
Address 1209 Eaters Hwy
Event City ST [12345
SA
1209 Eaters Hwy
Eveht City 5T 12345
L
Phone (123) B47-4988
@} 123) 847-4988
Email info@mcdougles.com
ﬁ'nfu@mcdnugle&.cnm

| Reset |I Merge




Merge Address Book Entries

7. Awarning message will appear. If you are absolutely sure that you would like to permanently merge
the objects in the address book bin, click OK.

The page at go.eventbooking.com says: *

All itermns shown will be merged into the master. This action
cannot be undone!

Do you wish to continue?

I OK | Cancel |

8. After afew seconds, you will receive confirmation that the address book objects have been
successfully merged.

Items successfully merged into McDousles Fast Food, Inc.




Remove Objects from the Address Book Bin

Remove Objects from the Address Book Bin

To remove an address book object from the bin, click remove from the Bin list on the left side of the screen.

N
| Action: Company merge - |
3 Person
Go Support [ remove |
Go Support [ remove ]
Go Support [ remove ]
Go Support [ remove |
Go Support [ remove ]
Go Support [ remove ]
Go Support [ remove ]
Company
McDougles Fast Food, In




