Introduction

Sometimes you may have duplicate accounts in Outcome Tracker. What that means is that you have two
accounts for one person with one IDA each. For example, a Maria Joe is entered twice: Once as Maria
Joe and the other as Maria H. Joe.

The proper way to enter Maria Joe should have been to add another IDA to the Maria Joe entry (instead
of creating a whole new account).

How to add another IDA to an existing account

Log in to Outcome Tracker.

Click People/Organization Tab, if not already there.

Search for the Client by typing into the search field then click “Search” or scroll down the list.

Click on the name of the Client.

Click on IDA Account, if not already there. On the left you should see a “Account List.” If you do

not see this, use your cursor to “pull out” the list or click on “Show Account List.”

6. Click “New.” This will clear the “Account Summary.” You can now fill out the Account Summary
fields. (Note: This did NOT delete the previous account, just cleared the form for a new one.)

7. Click “Create” when done.
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How to merge duplicate accounts
If you already have duplicate accounts in Outcome Tracker, you can merge them to make one account.
To do so:

1. Click Setup tab

2. Under “People & Organizations,” click “Merge Duplicate Names.” You will see a list of possible
duplicates or none, if there are no duplicates. (Note: There is a “Duplicate Score Sensitivity”
scale. You can adjust this to change the threshold of what OT considers a duplicate. It is set to
“45” as default. This should be fine.)

3. Click on the Name of the account you’d like to merge. You will see a list of duplicate accounts.

4. Under Master, click on the one you’d like to keep.

icate Names R
Duplicate Score Sensitivity (lower number = more matches) @
45
Show 25 + entries Search:
& Name & Score = Num  » Possible Matches &
[r—ster? 100 1 Tester Tester
Alternate q Alternate 5 Alternate _.
Master ID Name  Entry Date Score | Address Address Phone Work Mobile Phone Fax Email Emal Birthdate SSN
® ar024 oo R 5566566556 5556656655 dtaruc@neighborhoodpartnerships.org 1979-02-01
565
Tester
71008 Josier 20180743 qgp L0 55G5EG65565 B55G565555 dtaruc@neighborhoodpartnerships. org 1979-02-01
orR
97207
Not Duplicfes Quick Merge Merge..

Showing 1 to 1 of 1 entries (filtered from 2 total entries)



5. Click “Merge.” A new window will appear. This window will give you the chance to pick and
choose which data to keep. So, in the example below, under “Address” I've chosen to keep the
address from the second account that is going to be deleted since that address is correct.
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6. Click “Merge”

How NP checks for duplicates across the network
Every quarter, the IDA team at NP checks for duplicate accounts across the network. What we are
looking for are people who have two IDA accounts open at the same time.
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