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Managing Duplicate Records Guide

To use the workflows described in this guide you must have an EZVolunteer account and that
account must be assigned to the administrative role VMS_Admin. This role will give you access
to the necessary modules of EZVolunteer. Access to some modules in EZCommunicator are
also needed. If you are unable to sign-in or navigate to the appropriate modules, contact your
EZVolunteer administrator or Relatrix Support (support@relatrix.com.)

To access the Administrative Console of EZVolunteer follow these steps -
1. Sign-in to your account
2. Click Admin, in the upper right corner of the page to get to the administration console
3. Check for access to the Volunteer Module in the left Menu
4. Check for access to the User Module in the left Menu

Importance of Cleaning-up Duplicates

It is important to clean up the duplicate profiles in your system for many reasons.

1. If you run background checks, Real-time or Batch submittal, the duplicates will increase
the number of checks you are charged for.

2. Volunteer with duplicate profiles will have difficulty getting signed in properly and it will
may have issues with volunteer badges when scanning into the Kiosk.

3. Total Volunteer versus User counts will not be accurate. If you have duplicates your
total counts will not be accurate for reporting etc.

How Duplicate Profiles are Identified

There are several places to find whether you have duplicate profiles in your database:

1. Review from Real-time Screening List - During volunteer registration if a volunteer registers
who is already in the database, the system will add that record to the Review from Real-time
Screening List with PENDING (tan color) status. It will not process a background check (if you
have Real-time Screening enabled) and it will not put the New Duplicate Volunteer Profile into
your Active Volunteer List.
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Log Results - Review From Real Time Screening
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The message you would see if you viewed the results for a duplicate volunteer would be:
This volunteer name and date of birth already exist in the database. Please check for
duplicate records and resubmit, as needed.
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Background Results & Comments

,

Please add any comments regarding this volunteer's background check results, Information on this page can only be viewed by Administrators.,

&

Mame: Jill Kuch Regstered: 08-31-2016 School: *Administration Busidng Background Status: Pending Last Check: 08-31-2016

This volunteer name and date of birth already exist in the database, Please check for duplicate records and resubmit, as needed.

Save | | Cancel
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2. A Volunteer cannot see the Volunteer Module in their My Account Page - A volunteer
with a duplicate record may not have access to the Volunteer tab when they sign-in to their
account, even if they have previously registered. This is most likely to occur if you use both our
volunteer and contact management systems.

Copyright - Relatrix Corporation, 2016 Confidential



Relatrix Corporation

RE.LA. I RIX 410 Bayview Drive - Unit A
Frisco, CO 80443

. . Ph: 800.570.6234

K12 Community Engagement Solutions Ex 720457 3886

= oW S in wacom S woow

ReATRX® S0t T ©

User Profile

Account

Account
Subscriptions

Cancel
*No Volunteer Module displaying Here -

NEED MORE HELP?
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3. Duplicates On Your Volunteer List - You may notice a duplicate on your Volunteer List that
has the same name and phone number, but a different Username.

[1 | Babbitt Trevor noemailzddress@noemaiaddress.com  806-326-1111 TBabbitt33218195
[1 | Babbitt Trevor noemailaddress@noernailaddress.com  806-326-1111 TBabbitt26543256

4. Duplicates When Using ‘Filter for Duplicates’ - You can filter for Duplicates in your User
List to find duplicates by First/Last Name, Email Address or Home Phone. This will give an idea
of the total number of duplicate records in your database. However, keep in mind that some
families will use the same Email Address or Home Phone, and that you may have some
duplicate First/Last Names that are not the same user.
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Duplicates in the Background Check list

In the Background Check Module, a Duplicate Volunteer is set as PENDING (tan color) and in
the Review List and a notification is sent to the Volunteer Contact for the registered school.
Typically you can do a quick search in the Volunteer list to see if the Volunteer already has an
existing profile there. You can also do a quick search in the User Module to see if two profiles
display there (you may have to select the ‘Show Inactive Users’ to have the duplicate display
there.)

Once you have determined that a profile is a duplicate, you will want merge it with the original
profile to remove confusion, keep your database clean and avoid the cost of paying for another
background check.

To merge a duplicate in your Review List follow these steps -
1. Sign in to your account and click on the Admin button
Go to Utilities > Background Screening
Find the Review List where the duplicate volunteer is located
Choose Log Results to view the list
Select the duplicate volunteer’s record and from the status dropdown choose ‘OK Basic
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’

This will set their record to GREEN and reactivate their account on your volunteer list.

Next, go to the User Module of your system and do the following:

1. In the LName column of your user list type the name of the volunteer with the duplicate
profile. This should display the original and duplicate record of the volunteer.

2. Select both the original and the duplicate records of the volunteer and from the Action
Menu choose the option ‘Merge Duplicates’. This will display the details of both records
on a single page with the option to choose data from either record.

3. Choose the option ‘Select ALL’ for the duplicate record (the one created second).

4. Then selectively use data from the original record if different from the duplicate. This
would include the data related to the original profile background check and any hours
that may have been recorded.

5. When done use the MERGE button to merge the two records.

This will create a record based on the duplicate profile’s recordID and flag the other record for
deletion. When your user list page is displayed you will need to Refresh by pressing F5 to
redisplay.
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Using the duplicate profile as the starting point will allow the volunteer to continue using the
username and password they most recently created.

After merging duplicates you should end up with one volunteer record, with an approved
background status and any hours still on their record from previous years of volunteering in your
school district.
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