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Process: Employer Record Merge 
Important facts about this process:
1.  (
Step-by-Step
      
Important Facts
)Use the TAXIS record whenever possible in SKIES.  
2. In the past staff created employer records in SKIES in addition to all the records that import from TAXIS and go2worksource.com. This practice has created many duplicate records to search through.  Now only select staffs have the ability to create new employer records.
3. Only staffs that have been given the Employer Merge role can merge employer records within SKIES.  
4. Only SKIES and TAXIS created records can be merged together.
5. Determine if anyone else has been working with the employer and communicate the need to merge records so they will know which record to search for next time and could prevent another duplicate record from being created.
6. Once records are merged together the secondary employer record is deleted and there is no way to undo the merge. 
7. Job Orders, Services, Placements, Notes, Correspondence and Service Plan information for the duplicate record will be available in the primary record after merge is completed.
Process Steps:
1. Look at the employer records you are going to merge to determine if you need to communicate with other staff prior to merging the records.
2. From the MAINTENANCE drop down menu, click on MERGE DUPLICATE EMPLOYERS.
3. Search for the primary employer record using any combination of information available such as company name, phone number, or UBI.  SKIES Employer ID is the preferred method to ensure you find the right record.
4. Click Execute Query.
5. SKIES will display the primary record on the right hand side of the screen.
6. Click Find Duplicate(s) search to find duplicate records.
7. Search for secondary record by clicking next to the criteria you will use to search by such as SKIES ID, and then enter specific information.
8. The two employer records will be displayed on the screen for you to compare.
9. If any of the contact information on the secondary record (SKIES created) needs to be merged to the TAXIS record (primary record), click arrow next to appropriate information to replace info listed. 
10. Click Merge Duplicates to merge both records together.  The duplicate employer record will be deleted from SKIES except services and communication recorded in SKIES.
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Detailed Steps
)Maintenance – Employer Merge
In the past staff employer records were created by all staff and would be added to SKIES any time an employer could not be found.  This led to multiple records for the same employer.   To maintain the integrity of employer data certain staffs are given the Employer Merge role to remove duplicate records from SKIES.  This role can only be granted by Local Access Approvers. 
Before completing the employer record merge it is important to research who is currently working with either SKIES record involved in the merge.  Check to see if anyone has provided services within 2 years or entered case notes about the employer.  If you discover someone is working with the business contact them to discuss the merge before it occurs, so they will know which record to look for next time.  
1. Research all employer records considered for merging to determine if anyone else is currently working with them.  If so, communicate need for merge and let them know which record will remain after merge is completed. 
2. Click Maintenance drop down menu. 
3. Select Merge Duplicate Employers.
4. Enter search criteria for primary record.  Using the SKIES Employer ID to search will ensure you find the correct record.
5. Click Execute Query.
6. [image: ]If you searched by SKIES Employer ID the search will display the employer information on the merge record screen; otherwise it will return a list of all employers that met your criteria.
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Detailed Steps
)If multiple records were returned click Select on the left hand side of the primary record.
8. Click Find Duplicate(s) Search.
9. Enter SKIES Employer ID to search for the duplicate record.  
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10. Click Execute Query.
11. Compare data for the primary employer record and the duplicate record’s data to determine what information needs to remain after the merge.
12. Click the arrow of each field to update the primary record before the merge.
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Detailed Steps
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13. Click Print Current View to obtain a printout of all information for both records prior to the merge.
14. Once you have verified the information, click D/Load to complete the merge.  Once merge is completed there is no way to undo the merge.
15. Click Yes to confirm the merge.
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