How to Merge Duplicate Accounts

Merging Duplicate Accounts
At times, duplicate accounts are mistakenly created for one user. When this happens, the editorial
office will be alerted.

It is good practice to merge the accounts if it can be determined that the accounts are both owned by
the same person.

In this guide we will show how to merge duplicate accounts.

Editorial Office Administrator or Configure Manager
It is the chief administrator of the journal who can merge accounts.
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The alert mail

This is the alert mail, which includes the name of the user with a possible duplicate accounts. This
name should be searched for in the system to find the duplicates.

Surname
It is usually easiest to search via surname. Copy the surname from the email alert...
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Possible multiple accounts for: Jason Nagle. Login and use the search feature (last name) to identify the duplicates. Mark the suspected duplicate
accounts and then use the 'go to merge' feature. Select the account that you consider to be the most recent or most used. Be careful to ensure the
accounts are duplicates and not just users with the same name. Users are informed by email of the merged accounts.

YOUR SIGN IN INFORMATION
Website: https://www.manuscriptmanager.net/opp
Email: apbj@manuscriptmanager.com

Forgot password or not signed in before?
Click the URL below to create/reset your password.
https://www.manuscriptmanager.net/sLib/



Search

...then from the top menu bar on the editorial office administrator's dashboard, click the 'SEARCH'

function.
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From 2020-01-01 to 2020-05-26 selected by the date of submission.

Deleted 2 Rejected (before review) 0
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Withdrawn 0

With author (revisions) 2
Rejected (after review) 0



'Person’
Click to search via person
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'Last name'
In this case, make sure the radio button for 'Last name' is selected
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Paste surname
Then paste the surname into the space...
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'Search for person’
And click, 'Search for person'
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= Last name
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Search results
Then the search results list appears- a short list of every account with this last name.
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'Mark for merge'
Click 'Mark for merge' under the accounts likely to be duplicates
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SEARCH RESULTS

Dr. Jason (Jay) Nagle
Address:

Country: United Kingdom
Email: jn@xy.xxx

Mark for rjerge

Mr Jay Nagle

Country: United Kingdom
Email: jn@hj.xx

Mark for merge




Mark for merge, then...
Then click, 'Go to merge accounts'
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Dr. Jason (Jay) Naglo
Address:

Country: United Kingdom
Email: jn@xyaox
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The extended list of search results is then generated and a summary of the details of each account
registered under this surname can be read.



'Account activity'

Account activity highights will be listed, including information about number of times the user has
logged in and who created the account.

Or. Jason (Jay) Naghe

Country: United Kingdom
Emat iy o

Account activity:
Date account created: 2020-§-26
Account created by. Andy Bdive
Account last updated 20208526
Last updated by: Andy
User last logged in: 2020-05-26
Logged in 4 tmes

Keep this account

Mr Jay Nagle

Country: Usited Kingdom
Emait jn0ny xx

Author
Eosoras Ofmce

Account activity

Date account created: 2020-02-04
Account created by Andy Beare
Account last updated 2020-02-04
Last updated by: Andy Beare
User has nover logged n

Keep ths account




Comparing 'Account activity'
Comparing the information for the accounts listed will show which account has been most used and
which has been most recently in use.

These bits of information, in addition to country listed and other details can help determine whether the
owner of the two accounts is the same person, and whether the accounts should be merged.

Or. Jason (Jay) Nagle
Acaress

Country: United Kingdom
Emat p@wy xxx

Author
Havoner

Account activity

Date account created: 2020-05-26
Account created by: Andy Beare
Account last updated 20200526
Last updated by: Andy Beare
User last logged in. 2020-05-26
Logged in 4 tmes

Keep this account

Mr Jay Nagle ;
Ascress

Country: Usited Kingdom
Emat pary xx

Author
Eanoral Ofice

Account actiity:
Date account created: 2020-02-04
Account created by Andy Beare
Account st updated: 2020-
Last updated by: Andy Beard
User has never logged n

Keep ths account




'Keep this account’
Finally, the account / email address to be preserved can be selected.

Dr. Jason (Jay) Nagle

Country: United Kingdom
Emad @y o

Account actity:

Date account created. 2020-05-26
Account created by Andy Beare
Account ast updated: 2020-05-26
Last upcated by. Andy Beare
User last logged inc 20200526
Logged n & smes

Mr Jay Nagle

Country: Untied Kingdom
Ermad: 0%y xx

Edtorad Ofice

Date account Created. 2020-02 04
Account created by. Andy Beare
Account ast upaatea 2020-02-04
Last upcated by, Andy Beare
User has never kogged n

Keop this account



'Merge accounts'
Then, 'Merge accounts' can be clicked to perform the action.

Dr. Jason (Jay) Nagle

Country: United Kingdom
Emal 0wy xox

Authee
Furvener

Account actvity

Date account created. 2020-05-26
Account created by Andy Beare
Account ast updated: 2020-05-26
Last upcated by. Andy Beare
User last logged in: 20200526
Logged in 4 smes

* Joop this account

Mr Jay Naghe

Acdress

Country: Untied Kingdom
Ermad 0ty xx

Austhon
Edtorad Ofice

Account actity:

Date account created: 2020-02-04
Account created by. Andy Beare
Account last updated: 2020-02-04
Last upcated by. Andy Beare
User has never logged in

Keop this account
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Accounts have been merged
A confirmation then appears on the screen announcing that the accounts have been merged



Alert sent
An alert is also sent at this time to the user.
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You can choose 1o combine/merge the accounts in the ist

ACCOUNtS have boen menged Eha slert sent to. Jadln (Jay) Nagle

Important note:

If it cannot be determined that the accounts have the same owner, then the accounts should NOT be
merged.

Merging accounts is irreversable.



