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Steps to Merge Duplicate Student Records

Step

L LELLIG N Reports  Tools  Help e From the Menu bar at the top,

Students Demo hi .
graphics
Lmes o Click Records.

In program years

Programs Records e Select Students.
Tests

Certificates

Employment History

o Click Demographics.

Places of Employment

e A tabbed page will open to the list of
Demographics records for the current
program year.

2. Vi O izati R i R ri: Tool .
€03 view oOrganization Records Reports Tools Because duplicate records must be at the same

site to merge —

Demographics B}

(=T | 2005 - Roliing Hills Adult School (RHAS) ~ [N an rreay

¢ 44908 Roling HICAJULSCIoQL(RHAD | |+ Rt e (lick the Container field down-arrow and
Y (01 - RHAS: North Campus| v from the Toolbar at the top,
11 - RHA - YT Hilary .
01 - RHA s eun came Josh o Select a Site.
03 - RHAS: East Campus
01 - RHA Karen
01 - RHA 04 - RHAS: West Campus Jose
11 - RHA = : Sunrise Center Jose . .
1 ruA 05 - RiAS: sunrise Cent Frances Tip! Run the Duplicate Students report to
07 - RHAS: Central Libra
02 - RHA t Y Jon identify duplicate records at the same site.
03 - RHA 11 - RHAS: North City Edwin
ilter ¥ olumns ort 21 . .
3 e Suggestion: Configure and presort columns:
. Name | 2 Name | “s Name | Gemder | DEZ
v v v . 1. Click the UP arrow in the Last Name
column header.
1. First, sort on Last Name. 2. Click and hold the Shift key on your
keyboard, and then click the UP arrow in
2. Second, sort on First Name. the First Name column header.
3. Third, sort on Middle Name. 3. Click and hold the Shift key again, and
click the UP arrow in the Middle Name
Note! Adding Gender and DOB columns column header.
helps identify duplicate records of the e Release the Shift key.

same student.
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Step

4 E3 view Organization Records Reports Tools Help
.

e For duplicate records,

Demographics:1 3

L) o2 - RHAS: South Campus| ~ |

Last First
i Name | 2 Name 3 Name

T T T

1. Click to highlight the First record.

N . Student
& Site * Ip

T

2. Use the Ctrl + click key command to

02 - RHAS: Sout... 21194049 Hernandez ~ Mary 9/13/1995 Female
02 - RHAS: Sout... 045621382 McFlur Timoth; 4/5/1974 Male
B RS o 12 Montors Mol 091985 Male select a Second record.
02 - RHAS: Sout... 90103795 Navarrete Lupe 4/30/1979 Female
02 - RHAS: Sout. 29954709 Nguyen Lin 3/31/1972 Female
02 - RHAS: Sout. 54194048 Ortiz Juana 7/9/1972 Female
02 - RHAS: Sout... 753159357 Park Jongkap 3/13/1974 Male

02 - RHAS: Sout.
- RHAS: Sout. |
2 - RHAS: Sout..
02 - RHAS: Sout..

02 - RHAS: Sout. |
02 - RHAS: Sout...

e ey 8/13/1986  Female
62120184
599661107
599661106
599661103

Perez Female
P R

Perez s Rodrigo

Pham

1/3/1980 Female
471971 Male

> e With two duplicate records highlighted,
o Click the More button at the top
right.
o Select Miscellaneous.
o Click Merge.
Note! The Merge button is only available after
selecting duplicate records.
6.

SEE IMAGE ON NEXT PAGE
e The Merge Wizard opens in a new tab with a split screen
o On the right is the list of Entities to be merged.
* Identifies records with conflicting data fields.
o  On the left, it shows combined Demographics for the selected duplicate records.

* Data fields highlighted in pink identify conflicting information that must
be solved.

Note!

e Conflicting data fields in all Entities to be merged must be solved before you can begin
the merge process.
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E View Organization Records Reports Tools Help

Demographics
17

Entities to be merged
+ Student in Program Year - 7/1/2017 - | [EEYSERTATET S ET0):]

@ program Enrollment - ESL/ELL Student: 599661107 / Luis R Perez Birth Date: 5/7/1983 Gender: Male
@ Demographic History - 7/31/2015 Add Entry/Update Record

2 Identification

Student ID: @ Merged: 599661107
(O Record 1: 599661106
) Record 2: 599661107

599661107
First Name: | Luis Middle Name: ©c Merged: R Last Name: ﬂ

() Record 1: Rodrigo
() Record 2:R

solved]
(S

Gender: |Ma\e v Birth Date: | 5/7/1983 :
SSN: — [ ]Does not have SSN Consent: Unsigned - NEDP ID: SSID:

GED 2002 1D: E GED 2014 ID: HiSET ID: TASC ID: (

# Education

Highest Year of School: Highest Degree or Diploma: CAHSEE Scores:

9 O} Merged: Technical/Certificate
O Record 1: None

Add Score

() Record 2: Technical/Certificate -

) None oy A./A.S. Degree

(O HSE Certificate OF yr. College Graduate
® High School Diploma & Higher than B.A./B.S.

® Technical/Certificate () Individual Education Plan
) some college, no degree O Other Diploma/Degree

Date Score Passed

School Outside US: [ |

[

Highest Degree or Diploma Earned Outside US: (®) Merged: True
O Record 1: False
O Record 2: True

The Toolbar at the top of the Merge Wizard offers shortcut options to merge the two selected records.

» Automatically uses all of the information from the first record to create the merged
‘ Set All To Record 1 |
record.
‘ set All To Record 2 | ¥ Automatically usesthe data from the second record.
‘ set All To Newer | ¥ Automatically selects the data fromthe mostrecentrecord.

> i .
set All To Older Selects data from the earliestrecord
Mark All Fields Solved » Mergesthetworecords based on the default.

# Cancelsyour selections and re-highlights all of the conflicting fields so that you can
Reset All _ ]
address these issues again.
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7. 4 | Identification
e For Student ID,

Student ID: ﬁ Merged: 599661107

() Record 1: 599661106
O Record 2: 599661107 o Select the correct ID.

soivea e (lick Solved.

QOFE il

& | Identification

Note! The Student ID field now displays the
Student ID: | 599661107

solved information.

8. . . .
¢ The recommendation for solving Middle
Middle N . T—‘ Merged: R Name fields is to
(®) Record 1: Rodrigo .
— - ] o Select the full Middle Name for
ecord 2: R _
[Solved unique identifying information about
Rodrigo a student.
e C(lick Solved.
9 4 Education
) Highest Year of School: Highest Degree or Diploma: o For data fields Where no previous
lerged: Technical/Certificate 1 1 1 H
2 © ;lc:;qin:ne Vicertificat information exists (i.e., None),
Record 2: Technical/Certificate ] . .
o Select the added information.
School Outside US: [ | O nome Ohhioo
() HSE Certificate O 4 yr. College Graduate o Click Solved.
) High School Diploma () Higher than BA/B.S.
® Technical/Certificate ) Individual Education Plan
O some college, no degree O Other Diploma/Degree
Highest Degree or Diploma Earned Outside US: % Merged: True
) Record 1: False
O Record 2: True
[solved]
[+
10- E View Organization Record

e A Check will display after solving an Entity

Demographics area.

Entities to be merged

e Continue solving all data fields with
conflicting information in each Entity area
listed as you work your way down the
Entity Tree.

+ Stuflent in Program Year - 7/1/2017 -

@ Pogram Enrcliment - ESL/ELL

@ Defhographic History - 7/31/2015
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11.

From the Toolbar at the top right,
o Use Reset All if you need to start over with solving conflicts in the current Entity.

e Use Cancel Merge if you are unsure about any conflicts in any Entities to be merged and
need to investigate further before attempting the merge.

e Use Apply Merge after solving all conflicts in all Entities to be merged.

IMPORTANT! This operation cannot be undone!

12. i i o) Records Reports Tools Help

Entities to be merged m Apply Merge il Cancel Merge

¥ Student - 599661107 Demographic History Information

 Student in Program Year - 7/1/2017 - 6 [ 02 - RHAS: South Campus
+ Program Enrollment - ESL/ELL Student: 599661107 / Luis Rodrigo Perez Birth Date: 5/7/1983 Gender: Male

L Record Date 712015

2 Date

Record Date: | 7/31/2015 v

2 Identification

Title: First Name: | Luis Middle Name: Last Name: | Perez

TOPSpro Enterprise

e The message (at left) will display when the
J The merge was completed successfully Merge process is Complete‘

B3 view Organization Records Reports Tools Help

e The Merge Wizard closes automatically and

(O (o2 - s south campus | - returns you to the Demographics lister.
. sie _ Student |  Last First widdie | _ Birth | _ o
D 1 Name 2 Name 3 Name Date . . . .
v v v v v e The newly merged record is highlighted in
02 - RHAS: Sout... 599661101 Donez Joselina 1/1/1981 Female .
02 - RHAS: Sout.. 599662105  Garcia Delfina 5/9/1972  Female the list.
02 - RHAS: Sout... 29120899 Guzman Elizabeth 7/14/1987 Female
02 - RHAS: Sout... 159357951 Hasan Tariq 1/8/1958 Male
02 - RHAS: Sout... 599661109 Hernandez Janine 1/1/1974 Female
02 - RHAS: Sout... 21194049 Hemandez Mary 9/13/1995 Female
02 - RHAS: Sout... 045621382 McFlurry Timothy 4/5/1974 Male
02 - RHAS: Sout... 43114213 Montoya Miguel 3/29/1985 Male
02 - RHAS: Sout... 90103795 Navarrete Lupe 4/30/1979 Female
02 - RHAS: Sout... 29954709 Nguyen Lin 3/31/1972 Female
02 - RHAS: Sout... 54194048 Ortiz Juana 7/9/1972 Female
02 - RHAS: Sout... 753159357 Park Jongkap 3/13/1974 Male
02 - RHAS: Sout... 90181241 Perdita Ana 8/13/1986 Female
02 - RHAS: Sout... 62120184 Perez Elvia 9/30/1978 Female
02 - RHAS: Sout... 599661107 Perez Luis Rodrigo 5/7/1983 Male
02 - RHAS: Sout... 599661103 Pham Lin 1/3/1980 Female
02 - RHAS: Sout... 599662104 Phuong Lam 4/7/1971 Male
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