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merging clients

The Merge client function is used to merge two records that are actually the same person.

Step 1. Hover over Client in the top menu and click Merge
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Step 2. Select the client with incorrect spelling/details etc in field 1. (Client to Merge). 

Step 3. Choose the client from the list generated.

Step 4. Select the primary or correct clients name in field 2. (Client to Merge Into).

Step 5. Choose the client from the list generated.
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ent to Merge

Family name  Given names Sex D.o.b.

O Smith John m 17/09/1967
® Smith John 0210211966
Gender: O Smith John 1010411930

Date of birth: O Smith John 01/01/1930 EJ
]

Family name:

Given names:

© Smith Johnny. 12/12/2000

O Smithers. John 12/02/1986
Rows 8 - 13 fiom 13

2. Client to Merge Into 2

Family name: smith Family name  Given names Sex D.o.b.

Given names: liohn O Smith John 06/08/1920

Preferred Names: Smithy
O Smith John 01/01/2001 EET S

© Smith John 01/01/1956 Date of Birth: 01/01/1356
Date of bith:

ECIE O Smiti i Contact Adress: 10 Foster ST
O smith 01/01/1940 Okleigh
O Smith 15/0611960 | e
Rows 1-6 fiom 13

Gender: ~Select- v|

Herge Clients



NOTE: Do not use DOB when entering details of the client
Step 6. Click on Merge Clients at the bottom left of the screen.
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Below is the client information. To edit these details click on the Edit Client tab

ient Details

Client: John Smith

Preferred Namels: Smithy
Gender: Male
D.0B: 01/01/1956 (53 years old)
Marital Status: Never married
Contact Address (for correspondence, home visits etc)
Number/Street: 10 Foster ST
Suburb/Postcode: OKleigh, 3160
Name: Dr Foster
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To view the history of the client click on the Client History Tab.

[image: image3.png]This is a history of changes made to client John Smith

Client: John Smith, 01/0172001
Created: 2011072006 09:30

Client ID: 12725 (View) Merge
Name: Smith, John

Gender: Male

Date of Bith: ~ 01/09/1940

When: 13/01/2009 11:57

By Frodo ONeil (Health %26 community support worker)

Senice Yarra Valli Community Health Senice, Indigenous Clinics.

Revision Initial (Current) Revision
When: 2010/2006 09:30





If you made a mistake in merging the two records, you can always unmerge, by clicking on the unmerge button in yellow.
 Email: support@s2s.org.au   



Phone: (03) 9418 7466

