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MERGING CLIENT 
INFORMATION



Housekeeping
• All participants are muted upon entering the presentation. Please do not put the 

line on hold. 
• Any attendees listening to this presentation that do not currently have merge 

role access that would like to start assisting with  the merge queue at your 
facility, please send me your contact information through the chat box and I will 
send you the merge role agreement via email.

To ask a question: 
1. Send the host a message through the 

“Chat” function. 



Merging Client Information
Goals and Implications

The primary goal of merging client records is to create one 
current and complete record for each individual client.

Two (or more) client records may need to be merged if each 
record reflects or includes:

 Changes in client last name (change in marital status,   
adoption)

 Data entry variations
 Data entry errors



Merging Client Information,

New imMTrax Merge :
• Merge queue is site specific
• Daily patient level deduplication scans
• Daily vaccine level deduplication scans

We expect to see less records flagged for 
manual resolution.



Merging Client Information
Practices for a Well-Maintained imMTrax

 Make evaluating your “merge queue” a routine task
Merging clients on a routine basis reduces the overall number 
of records pending evaluation and helps keep your clients’ 
information accurate and up-to-date!

 Use your best judgment

 Do your research
When you see information that is either outdated or in  
question, you may need to refer to your records to make the 
best selection.

 If you are not 100% sure, DO NOT MERGE



How to…Report Patient Duplicates



Merging Client Information
Report Patient Duplicate

If two or more possible duplicate patient 
records are identified in the Patient Search 
Results, select Report Duplicates
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Merging Client Information
Report Patient Duplicate

Select a reason for deduplication:

• Entry Error
• Same Patient 
• Same Patient Different DOB
• Same Patient Name Variation
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Merging Client Information
Report Patient Duplicate

• Select the check boxes next to the identified 
possible duplicate records

• Select Report Duplicates

4
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Merging Client Information
Report Patient Duplicate

• Use the radio button. Located above the patient record name, to select the Master 
patient record. 
o The most complete record, the one with the most updated information or the 

record with the most complete spelling should be marked as the Master record. 
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Reporting Duplicates 
Best Practice Tip

• It’s best practice to enter a note in the notes field for the merge user to 
review before consolidating the record, especially for complex merges 
where it is not readily apparent that the patients are the same.  

Example: Patient has legally changed their name.
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Merging Client Information
Report Patient Duplicate

• Last step of reporting a merge is Select Report Duplicates.
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Merging Client Information
Report Patient Duplicate

Note: Selecting Merge will not consolidate the records. The records will be flagged for manual 
resolution and available for a facility level merge user to review and consolidate. You will see a 
message like below if your flag for manual review was successfully submitted.



Merging Client Information
Navigating to the Merge Functions



Merging Client Information,
Navigating to the Merge Functions

REMEMBER!!!!
Always review Batch Imports and User 
Flagged when reviewing your facility’s 
merge queue. 



Merging Client Information
Batch Imports: Navigating to the Merge 

Function

Merge by selection 
from your “merge 

queue”

Select Continue to evaluate 
records for merging

Option to display records:
1. Oldest First or Newest 

First
2. Birth date range



Merging Client Information,
Evaluate to Merge Records

Take a moment to look 
at the clients in question, 
scroll down and look at 
all the information given. 

NOTE: Incoming 
message displays on left, 
existing record displays 
on right.

Fields with matching 
information are 
highlighted in yellow.

Don’t continue to 
merge if you aren’t 
confident the clients 
are the same!



Merging Client Information
Merging by User Flagged

Merging by User Flagged

If the records should be 
merged, select Merge. 

Note: Upon selecting 
Merge, if the demographic 
information in the 
Incoming Patient Record is 
different than the Potential 
Match in System, the 
information will be 
updated to reflect the 
information in the 
Incoming Patient Record. 

The vaccinations in the 
Incoming Patient Record 
and Potential Match in 
System will be consolidated 
and saved. 



Merging Client Information
Batch Imports After merging records in 

your facility’s merge 
queue, select Return Back 
to Select Screen or the 
system will automatically 
return you to the screen if 
you merge all records in 
the queue. 

Select Process Manual 
Deduplication Records. 

Failure to select Process Manual Deduplication Records will 
result in the incoming message not appearing in record for an 

extended amount of time. 



Merging Client Information
User Imports: Navigating to the Merge Function

Merge by selection 
from your “merge 

queue”

Select Continue to evaluate 
records for merging

Option to display records:
1. Oldest First or Newest 

First
2. Birth date range



Merging Client Information,
Merging by User Flagged

Select Merge

Demographic 
information will reflect 

Suggested Master

Immunizations in both 
records will be 

combined and merged 
into the new record 



Merging Client Information,
Merging by User Flagged

Review the information 
in each column

Suggested Master= 
record user flagged as the 
most complete record

Suggested Merge= record 
user indicated should be 
merged into master 
record



Merging Client Information,
Merging by User Flagged

Review the information 
in each column

If records are a match, 
use the radio button to 

select Suggested Master 
or Suggested Merge

In most cases, the 
Suggested Master will 

be selected, but carefully 
consider before merging 



Merging Client Information,
Merging by User Flagged

Select Merge

Demographic 
information will reflect 

Suggested Master

Immunizations in both 
records will be 

combined and merged 
into the new record 



Merging Client Information
Batch Imports After merging records in 

your facility’s merge 
queue, select Return Back 
to Select Screen or the 
system will automatically 
return you to the screen if 
you merge all records in 
the queue. 

Select Process Manual 
Deduplication Records. 

Failure to select Process Manual Deduplication Records will 
result in the incoming message not appearing in record for an 

extended amount of time. 



How to… Disassociate Client Records



Disassociating Client Records,
Batch Import

If you have more than 
two records being 

evaluated that should 
not be merged, select 

New Patient. 



How to… Unmerge Client Records



Unmerge Client Records

Contact the Montana Immunization 
Program, 406-444-5580.

Note the SIIS Patient ID for record. 



Thank you for attending!
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