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Job Aid: Merge User Records Course: Learning Needs Management 
Topic Lab: Merge User Records 

Prerequisite Courses 

• Introduction to LearningLink Administration 

• Learning Needs Management 

Description 

The purpose of this job aid is to guide administrators through the step-by-step process of merging user 
records. 

Tasks 

A. Merge an Old User Record into a New One 

 

 

Task A. Merge an Old User Record into a New One 

 Navigate to Users > Tools 
> Merge Users. 
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  Search for a user by 
entering criteria for one or 
more fields. 

For this example, let’s 
search for all users who 
report to the same 
supervisor. 

Enter the supervisor ID in 
the Supervisor ID field. 

Select Search. 

 

 Identify the secondary, or 
‘merge from’, user record 
by selecting the associated 
radio button. 

Identify the primary, or 
‘merge to’, user record by 
selecting the associated 
radio button. 

Select the Merge button to 
merge the records together 
into one. 

 

 A confirmation window 
displays. 

Select OK to continue.  
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 Review the merge.  

Select Details for 
additional information 
about the merge.  
Note: In most cases, when 
records conflict, the primary 
record remains intact. Where 
the primary record has no data, 
the secondary record populates 
the primary record. 
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Notes 
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