
RELO 251 Bringing Constituents Through the RELO Plugin – this is a general overview and does not contain detailed instructions. 
See procedure RELO 250, Pulling Constituents through the RELO PlugIn, for detailed instructions.
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Linked UnmatchedMatched

Select constituent 
on left

Select constituent 
on left

Select constituent 
on left

Click ‘Record Linking’, 
‘Find Constituent’

Does record match 
a RE record?

Click ‘Record Linking’, 
‘Find Constituent’

Does record match 
a RE record?

Does record 
match the linked RE 

record?

Link LO record to RE 
Record

· Add constituent’s name 
to list¹ . (Will later add 
Salutations, check Bio1 
tab info, and/or check 
spouses.) 

· Click ‘Record Linking’, 
‘Create New and 
Process’.*

Yes

No

Does pop-up open that 
begins  “Are you sure? …”· Click ‘No’. 

· Add constituent’s name 
to list¹ . (Will later merge 
duplicates and/or check 
spouses.) 

· Click ‘Record Linking’, 
‘Create New and 
Process’.*

· Process new info while retaining 
historic info. (Accept or reject changes, 
check all tabs, write down or 
screenshot info to manually transfer, 
etc.) 

· Click ‘Process and Open’ or ‘Process’.*
· Check Bio1 tab and salutations if 

needed

Yes
No

· Open duplicates in RE. 
· Merge info into active LO record. 
· Check Bio1 tab info and transfer as 

needed. 
· “Merge and delete constituent”. 
· Check that records merged properly 

in LO

Wait a day

· Open record(s) in RE. 
· Merge or link spouses as 

applicable.
· Add salutations. 
· Check Bio1 tab entries and 

edit as needed.

Wait a day

Yes

· Click ‘Process and Open’.* 
· Add salutations.
· Edit Bio1 tab info as 

appropriate. (e.g. all caps, 
all lower case, 
abbreviations, etc.)

No

Done

· Process new info while retaining 
historic info. (Check all tabs, accept or 
reject, write down or screenshot info 
to manually transfer, etc.) 

· Click ‘Process and Open’ or ‘Process’*
· Check Bio1 tab and salutation if 

needed

Yes

Click 
‘Record Linking’, 

‘Unlink’

No

Go to 
1

1

Go to 
2

2

*It is very important for the 
integrity of the records that the 
correct process is selected from:  
-- ‘Create New and Process’ 
-- ‘Process and Open’
-- ‘Process’. 
Please follow the flow chart.
See Database Manager with 
questions or suggestions.

¹ A list of irregularities to resolve is shared by Database Manager and Development Intern 
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