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Course Overview

Use Merge Contacts to efficiently merge two contact records in CorrecTek Spark. While users should
always perform a thorough database search before creating a new contact to prevent duplicates,
integration delays with Jail Management (JMS) or Offender Management (OMS) systems may
occasionally require you to create a record immediately and merge it at a later time.

This guide explains how to merge two contact records using the CorrecTek Spark EHR software. /

Use This Guide When

e Duplicate contacts are found
e Merging two contact records

What You'll Be Able to Do

e Merge Contacts
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Spark Desktop
Utilities

Return to Spark Desktop

CTK 122 v8 pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 2 of 9



CorrecTek
elLearning

Merge Contacts

Spark Desktop

From the Spark Desktop, click Utilities.
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Utilities

Select Categories and Utilities.

TODAY L L T RS B ATy UTILITIES wlbe
(1] Categories] (7}
[ Utilities

View
@ TUtilities Ribbon
Overview The Utilities Ribbon is used manage Administrative Utilities and Tasks.
To begin managing your Dictionary entries, use the "Categories’, 'Utilities', and ‘Description’ check boxes in the ribbon above.
Check Boxes Check Box Usage

Displays a Category list of
Utilities available within the

Categories application from an
Administrative point-of-view.
Once a Utility Category is

Utilities selected, checking this box will

display all Utilities available
within this Categary.
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Select Administrative, then Merge Contacts.
Click Select.
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Merge Contacts

The Merge Contacts screen opens. Click Select Contact from the Contact A column. This is the
contact record that will be merged into Contact B and then deleted.

Merge Contacts O s
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This routine will take ALL records in the database from Contact A (Source) and assign them te Contact B (Destination). Upon completion, Contact A will be marked
as Deleted. To perform this operatiion, choose Contacts A and B and click "Merge”.

WARNING: If you are unsure about performing this operation, click *Cancel” to exit as this operation can NOT be undone.

—Contact & (Source): —Contact B (Destination):

a Select Contact ﬁ Select Contact
- - — =
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Select Contact
Enter identifiable information in the Search Key, then click Search.
IZ] Search Contacts O X

—Search Options:

Search Key: ldoe,a v-Q _S_earch rch On: ILastname vI Sort 8y:|Lastname LI |~ Show Deleted

Classes: | v Filters & Clear Phone Number to Include: IHome LI
—Search Results:
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Highlight the correct contact in the search results. Click Select to return to the Merge Contact
screen.

Search Contacts O et

— Search Options:

Search Key: IdDF-',E ;I (C), search Search On: ILastname vI Sort By: |Lastname LI [~ Show Deleted

Classes: I '{? Filters ¢ Clear Phone Number to Include: IHDme LI

ﬁ Seteﬁt

—_—
Last Name | First Mame

A - () Q:-—- i ——— E'E e ;I;-—- e F —

»
El

| Middle

| Company | Address 1 | city | State | Location

Alexa J ROOM 202
Andrew J ROOM 101

g8
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Click Select Contact in the Contact B column. This contact generally contains the most information
and remains after the merge is complete.

Merge Contacts O X
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This routine will take ALL recerds in the database from Contact A (Socurce) and assign them to Contact B (Destination). Upen completion, Contact A will be marked
as Deleted. To perform this operatiion, choose Contacts A and B and click "Merge”.

WARNING: If you are unsure about performing this operation, click *Cancel” to exit as this operation can NOT be undone.

—Contact & (Source):

ﬁ Select Contact

—Contact B (Destination):

ﬂ Select Contact ]
-

/ b Last Name: m
First Mame: Alexa
Created Date: 2026-07-07 10:35 AM
Created by: Kristen V Doe

Select Contact

Enter identifiable information in the Search Key, then click Search.

@ Search Contacts

O X

—Search Options:

Search Key: Idoe,a v' Q §earch 'rch On: ILastname vI Sort By:ILastname ;] |~ Show Deleted
Clesses: | 7 Filters & Clear Phone Number to Include: [Home |
—Search Results:
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Highlight the correct contact in the search results. Click Select to return to the Merge Contact
screen.

Search Contacts O >
- Search Options:
Search Key: IdDF-',E ;I ), search Search On: ILastname vl Sort By: ILastnarne LI [~ Show Deleted
Classes: I v Filters Q Clear Phone Mumber to Include: IHDI‘HE' ;I
wSelect e - i - — gl — IJ.T':' - :I;F- . " - _
Last Mame | FirstMame | Middle | Company | Address 1 | city | State | Zip | Location
Doe Alexa
ooe e, I e g
Doe Andrew J ROOM 101

Merge

Click Merge to merge the records.

Merge Contacts O *

= Switch Contacts Cancel
=

This routine will take ALL records in the database from Contact A (Source) and assign them to Contact B (Destination). Upon completion, Contact A will be marked
as Deleted. To perform this operatiion, choose Contacts A and B and click *Merge”.

WARNING: If you are unsure about performing this operation, click *Cancel” to exit as this operation can NOT be undone.

—Contact A (Source): —Contact B (Destination):

ﬁ Select Contact zj Select Contact

b Last Name: b Last Mame:
f First Name: Alexa First Name: Alexa

Created Date: 2026-07-07 10:35 AM Widdle: J

Created by: Kristen WV Doe Unigue IF) 15
Number:
Birth Date: 04-16-1975
Location: ROOM 202
Created Date: 2017-09-08 12
Created by UMCEAYLAP

| Tip: If the contacts are selected in the wrong order, click Switch Contacts.
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Click Yes to confirm the merge.

Confirm Contact Switch

. WARMNIMG: You are about to transfer all database records from
' Contact A [Source} to Contact B [Destination) and mark
Contact A as deleted, Once completed, this operation can
MOT be undaone, During this process, the application may
appear unresponsive as this routine can take several minutes
depending on the number of records to merge.

Do you want to continue?

Yes Mo

K
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When prompted, select Yes or No to determine whether the source location should replace the

destination location.

llse Source Location?

h Should we use the source's current location instead of the
* destination’s current location?

Click OK after the merge is completed.

pot

Contacts Successfully Merged.
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Once the operation is complete, click X to close the Merge Contacts screen.
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Merge Contacts

Ts Merge

Switch Contacts

as Deleted. To perform this operatiion, choose Contacts A and B and click "Merge”.

WARMING: If you are unsure about performing this operation, click "Cancel” to exit as this operation can NOT be undaone.

This routine will take ALL recerds in the database from Contact A (Scurce) and assign them to Contact B (Destination). Upon completion, Contact & will be marked

:
a Cancel

—GContact A (Scurce): —Contact B (Destinaticn):
3] select Contact 3] select contact
4 3 b Last Mame: b Last Name:
First Mame: Alexa First Name: Alexa
Created Date: 2026-07-07 10:35 AM Middle: J
Created by: Kristen V Doe Unique 1D 115
Mumber:
Birth Date: 04-16-1975
Location: ROOM 202
Created Date: 2017-08-08 12:
Created by: UMCKAYLAP
Return to Spark Desktop
Click TODAY to return to the Spark Desktop.
(=1 1 4

TODAY |~-" - - L | e Rl B 47y UTILITIES o i

[¥] Categories @ %
[¥] Utilities
ome | Request

[C] Description Technical

View Support
Utility Categories Utility List
o — o=
5 Name R PS

T e

Merge Contacts
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