DUPLICATE VENDOR REVIEW AND MERGE:

STEP 1: RUN A VENDOR REPORT
Access your vendor list from the ASBWorks program: Admin > Vendors
[image: ]
Click on [image: ]
Change the Report Format to be Excel and click on “Generate List”
[image: ]
Click on the excel file that pops up in the bottom left hand corner of your screen..
[image: ]
Excel will open and when you get this prompt click “Yes”
[image: ]
You will need to click on “Enable Editing”
[image: ]
Click here to select your entire table
[image: ]
Click on the “Data” ribbon and click the “Filter” icon. 
[image: ]


Click on column A and select the Conditional Formatting from the “Home” ribbon > Highlight Cell Rules > Duplicate Values …
[image: ]
Click OK here
[image: ]
Click the drop down arrow next to “Vendor/Contact” and select “Filter by Color” and select the light red color.
[image: ]
This will give you the list of vendors that have duplicate names (or are setup multiple times).
[image: ]
Print this list to utilize for the merge process and keep for your records.

STEP 2: MERGE DUPLICATE VENDORS
Merge Vendors: 
· Ability to merge duplicate Vendor Entries
· History from one Vendor will move over to the other.
Look up the Vendor that you want to keep; click Merge 
[image: ]
Type the name of the Vendor you want to remove (merge).  Use this feature carefully as Vendors cannot be un-merged!
[image: ]

[image: ]
Once you select Merge the information will be combined into one vendor.
NOTE: You can select multiple names and merge all at one time!
EXAMPLE:
[image: ]
[bookmark: _GoBack]Repeat for each vendor you need to Merge/Combine!
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CONFERENCE UPDATE - SOLD OUT! 12/6/2022

Due to incredibly high demand, the 2023 ASBWorks User Conference has sold out! We can't wait to see everyone
at the Disneyland Resort for this incredible event!

Vendors.

UNDER THE BIG SCHEDULE UPDATE - 11/17/2022

Make sure to check out updates to our 2023 ASBWorks User Conference Schedulel Our updated registration
packet includes the most recent schedule. We've added an additional set of classes and a 6th workshop ballroom to
our biggest conference experience everl

SCHEDULE & REGISTRATION PACKET

ASBWORKS UPDATES - 12/22/2022

We will be closed for the Holiday Season on the following days:

Friday, December 23rd - Closing at 12:00 PM (PST)

Monday, December 26th - Closed

Friday, December 30th - Closing at 12:00 PM (PST)

Monday, January 2nd - Closed

Gray Step Software would like to wish all of our clients a joyest, healthy, and safe Holiday Season!
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