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[bookmark: _aay2rhrz6r78]Steps to request access to an existing Participant record if a Duplicate Record Warning message is displayed

· If you receive a duplicate warning message (example below) while entering the Name and Date of Birth fields, utilize the Participant Duplicate Check Request form to request access to the existing record (NOTE: do not contact the administrator, fill out the request form): 

Do not contact administrator- submit 
Participant Duplicate Check Request instead


· Navigate back to your Apricot main page, and submit a Participant Duplicate Check Request form. 
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· NOTE: To initiate the ‘Participant Duplicate Check Request’ use the “+New Participant button" in the right-hand column and it will open up the below screen for completion/submittal.
[image: ]

· Ensure you enter the exact Name and Date of Birth that triggered the original duplicate warning. 
· Ensure the program that needs access to the record is selected in the top ribbon bar and is reflected in the Assigned Programs box when creating the Participant Duplicate Check Request form.
· Click Save Record to submit the request. 
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· Upon submission, an automation will run to assign access to the existing Participant record for the requested program. 
· An email trigger will be sent to the user that submitted the form letting them know of success and/or failure (please check SPAM if the email is not received within a few minutes of submission)
· If you receive a failure message, it’s recommended that you review your ticket (bottom link on the email) to confirm the name and DOB submitted are an exact match as what you entered in the Create Participant step that triggered the duplicate warning. 
· If not, submit a new Participant Duplicate Check Request form with the correct information
· If the information is an exact match and you still received an error, please submit a Support Ticket instead for review by an Administrator. 

SUCCESSFUL NOTIFICATION



NO MATCH FOUND NOTIFICATION
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Forwarded message
From: <no-reply@socialsolutions.com>

Date: Mon, May 4, 2026 at 6:56 AM

Subject: Outcome: Participant Duplicate Check Request
To: <support:schsd_new2@sidekicksolutionslic.com>

Your Participant duplicate check request matched to an existing Participant in the SOMS 2.0 site. The program(s)
assigned on your request have been applied to the Participant. Use the link below to navigate to the matched
Participant record and confirm access.

Matched Participant: hitps:/apricot socialsolutions com/document/edit/id/456153

hitps://apricot.socialsolutions.com/document/edit/id/528269




image8.png
Forwarded message
From: <no-reply@socialsolutions.com>

Date: Mon, May 4, 2026 at 6:56 AM

Subject: Outcome: Participant Duplicate Check Request
To: <support:schsd_new2@sidekicksolutionslic.com>

Your Participant duplicate check request matched to an existing Participant in the SOMS 2.0 site. The program(s)
assigned on your request have been applied to the Participant. Use the link below to navigate to the matched
Participant record and confirm access.

Matched Participant: hitps:/apricot socialsolutions com/document/edit/id/456153

hitps://apricot.socialsolutions.com/document/edit/id/528269




image9.png
— Forwarded message ————

From: <no-reply@socialsolutions com>

Date: Mon, May 4, 2026 at 1:22 PM

Subject: Outcome: Participant Duplicate Check Request
To: <support:schsd_new2@sidekicksolutionslic. com>

Your Participant duplicate check request did not match to an existing Participant in the SOMS 2.0 site.

If you believe your request should have matched an existing Participant, but returned "No match”, please submit a
support ticket

hitps://apricot socialsolutions.com/document/edit/id/528411
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