
Manual Duplicates 
 

The duplicate checking algorithm isn’t perfect – though it has been refined over the years, and it performs very well in comparison to other tools. 

 

So, if you do spot items that the algorithm has missed, just select them in the list of items shown under the References tab. 

 

 



Go to the Duplicates screen. 

 

 

Click the More function. 

 

 

You can see the items you have selected (or select items), by pressing the Show Items  button. 

 

 

 



The current reference list will be shown below the main area of the Duplicates function. 

 

 

Click the Create Group button. 

 



Check the details and click Create Group. 

 



 

Once created, you’ll see the group appear in the list on the left. 

 



Note that you can select which item you want to be the master item of a group here via the Make Master button. (The Coded count can help here, 
detailing the number of codes applied to an item.) 

 

 

You can also check if a selected item is already a member of another duplicate group via the Get Related Groups button. 

 



(If it is already the Master item of one group, you won’t be able to add it to a second group. However, an item can be a duplicate within multiple 
groups.) 

 

 

  



There is also a function to Find Related Groups which will show any groups related to the currently selected group (in the list of groups shown on the 
left-hand side of the Duplicates screen). 

Clicking the drop-down arrow next to this button will allow you to find duplicate groups by specific Item IDs or related to the currently selected items. 

 

 

 

 



NOTE: You can also add one or more selected items to an existing duplicate group, if you find an item should have been identified as another 
duplicate… 

 

 

 


