
Spring Cleaning

• It’s time for some spring cleaning!  You may have noticed more than one record for 
some athletes.  We are well aware that there are duplicate records which have 
appeared as our data was moved from the old system to the new V/Sys system.  

• We ask that you remove these duplicates before Summer Games in June.  You will 
not be able to register anyone for the games if they have more than one record in 
the database.  Review the following slides to see how to remove duplicates.

• What is considered a duplicate?
– In V/Sys there should be one entry for each person

– One person may have several PERSON TYPES.  For example, a person may be both Volunteer as 
Person Type and Unified Partner as Additional Type.  There should be only one record for this 
person.

– In V/Sys one person might be active in more than one COUNTY.  For example, an athlete may 
participate in both Bucks and Montgomery Counties.  There should be only one record for this 
person.



Click on Advanced



1. Click on Your County.

2. Make sure ALL the 

exclusions are 

UNCHECKED.

3. Remove ALL the 

additional filters.

4. Click on search



Scan the first names looking 

for duplicates. Check 

birthdates and addresses to 

be sure you have a duplicate.  

If two entries are EXACTLY 

the same, you can simply 

delete one of them.  

If two entries have 

DIFFERENT data, combine 

them by doing the following 

steps.



Right click on one of 

the duplicate entries 

and click on “On this 

List.”



Click on one of the 

duplicates to highlight 

it, and then click on 

next. (Click on the top 

of the Name column to 

sort into alpha order by 

last name.)



Look at the “Last 

Changed Date” and 

click to “Keep” the one 

with the most recent 

date, and then click on 

next.



You may find two records for 

the same person – 1 Athlete 

and 1 Volunteer. After 

combining, check to be sure 

that the primary person type is 

correct and the alternate type 

has been updated.
If the person is a Unified 

Partner, make the person type 

Volunteer, and add Unified 

Partner as an Alternate Type.



Check the data looking for 

duplicate Addresses, 

Certifications and Roles. Delete 

any duplicates by right clicking on 

the entry you want to remove.



Finishing Up

• When done, click  BACK to go back to the list 

of your people to look for another duplicate.

• QUESTIONS: Contact the 

vsyshelp@specialolympicspa.org


