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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Manuscript overview v 20200101  2020-05-26 -
Total manuscripts by status 36 =

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

Deleted 2 Rejected (before review) 0

Accepted 2

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



'Person’
Click to search via person

DEMO JOURNAL

MANUSCRIPT
MANAGER

Demo User as Editorial Office [ CHANGE ROLE | CONFIGURE SEARCH DASHBOARD PROFILE [SIGN OUT]

SEARCH
™~ A
Manuscript Flag Person

ManuscriptiD like fast search number (1234)

Title or text (use the * askerisk wildcard to shorten your search word)

Authors and co-authors (surname)

Help topics for this page

Help topic: Search —



'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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Search results
Then the search results list appears- a short list of every account with this last name.
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