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Merging Guest Cards: 

You can merge multiple guest cards together from the CRM Queue screen.  This 

is helpful if one prospect calls and retains information and then the roommate 

also calls.  Also, this is helpful if two guest cards were entered on the same 

person, but information was entered correctly (such as phone number, email, or 

spelling of name).  

Option 1: 

1. Log into CRM.   

2. Select the CRM Queue.  

3. Select the prospect that called or emailed and click the blue arrow 

button. 

 

4. Select all corresponding names that you would like to merge.  

5. Select merge guests.   



Option 2: 

1. Search for your prospect by entering in one of the following: name, 

phone number or email. 

 

2. Select Enable Merge Guest 

 

3. Select the prospects you want to merge into one guest card.   

4. Select ‘Merge Guest’ to push together. 

 

5. Select the guest card you want to keep active in CRM, the other guest 

card information will merge into the active one.  

 



6. CRM will show you the information from both guest cards and ask you 

to select which information is accurate.  

 

7. Select Merge 

 

NOTE: If you’re having issues with merging guest cards, such as information not 

transferring, double check to make sure your cookies/caches are cleared in the 

browser you’re using.  This will help eliminate steps prior to submitting a ticket to 

Saxony. 

 

 

 

 



Merging Applications: 

You can merge applications and/or guest cards together from the CRM 

dashboard.  This is helpful if the primary completed an application and then the 

roommate did a separate application.  

1. Log into CRM.   

2. On the left side of your screen click on Traffic and select Group 

Applications. 

3. Enter the primary applicants name and click search. 

4. Select the applicant and/or prospect you are searching for by pressing 

the Select button. 

 



5. On the top right side click on Add Occupants/Applicants.  

 

6. Enter the other applicants and/or prospects name and click on Search.  

7. Select the applicant you are searching for by pressing on Add To Group 

NOTE: You can only merge one person at a time. You can repeat this step as 

many times as needed. 

 

 

 

 

 

 

 



8. You will need to select: 

 relationship type (spouse, roommate, guarantor) 

 how you would like to report the guest as (applicant grouping, 

duplicate)  

 agent completing the task (yourself). 

9. Once these steps have been completed, click on Update in the top 

right corner 

NOTE: If you have added someone by mistake you are able to remove them by 

selecting remove.  


