
Merging Client Records | Revised 7/2019 

Evaluate records closely to make sure they should be merged. In some cases 

the records should not be merged. If you are not 100% sure, DO NOT MERGE! 

Each box “checked” 

represents one existing 

record or one incoming 

message. Double 

check to ensure each 

record should be 

merged together. If one 

record should not be 

merged, simply 

“uncheck” the box,  

The Master Record 

selected should be the 

most complete and  

up-to-date for the  

demographics. All the 

immunizations from 

each record will be  

included upon selecting 

Merge.  

Navigate back to the 

merge queue home 

page, previous record, 

or next record in the 

queue, using these 

navigation buttons.  

Note that multiple columns may 

display to the right of the record 

 without the ability to “check” them. 

These represent previous versions 

of the record.   

Once you have reviewed each 

record and determined if the records should 

be merged, select Merge. If the incoming 

message should not be merged with the  

existing record(s), select New Patient.  
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Caution: This record is a 

twin and should not be 

merged. 
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