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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 
• Duplicate contacts are found 

• Merging two contact records 

What You’ll Be Able to Do 
• Merge Contacts 
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Spark Desktop 

From the Spark Desktop, click Utilities. 

 

Utilities 

Select Categories and Utilities. 
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Select Administrative, then Merge Contacts. 

Click Select. 

 

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. 
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Select Contact 

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

 

Highlight the correct contact in the search results. Click Select to return to the Merge Contact 

screen. 
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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. 

 

Select Contact 

Enter identifiable information in the Search Key, then click Search. 
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Highlight the correct contact in the search results. Click Select to return to the Merge Contact 

screen. 

 

Merge 

Click Merge to merge the records. 

 

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

 

 

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

destination location. 

 

 

Click OK after the merge is completed. 
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Once the operation is complete, click X to close the Merge Contacts screen. 

 

Return to Spark Desktop 

Click TODAY to return to the Spark Desktop. 
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