
1/10/2013 1   
 

CIIS Patient Duplicates Sub Module Tutorial 
 
Purpose:  This feature allows users to view previously identified duplicates for a selected 
patient record and/or to add new duplicates for resolution by CIIS staff.  Duplicates can 
be identified by the system or by a user. Using this sub-module to identify duplicate 
records means you no longer need to call, email, or fax the CIIS office with your patient 
duplicates!  Once you complete the process of identifying a duplicate, the system will 
store it so that it can be reviewed and reconciled by a CIIS System Administrator.  
 
To identify duplicate records in CIIS, follow these steps: 
 
Step 1: Select the Patient whose record you want to work with and click on the 
Duplicates button. 
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Step 2:  Click on the Magnifying Glass icon to identify new duplicates.  Please note: In 
this example no duplicate records have been previously identified for the selected patient 
record. 
 

 
 
Step 3: Enter the patient search criteria to bring up a list of possible duplicate records 
(see screen shot under Step 4).   
 

 
 
 
 
 
 
 



1/10/2013 3   
 

Step 4:  Double click on the patient record that you have identified as a possible 
duplicate.  This will auto-populate the Patient ID field on the Patient Duplicates screen. 
 

 
 
 
 
Step 5:  In the Additional Comments field specify information that might be useful to the 
CIIS System Administrator when combining these records. Please note: The Additional 
Comments field is required. 
Step 6: Click on the Add to Duplicates button.  This information will now be stored in 
CIIS, so that the CIIS System Administrator can review and reconcile the records.  
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The Patient Duplicates Feature in CIIS also allows users to view potential duplicate 
records that have already been identified, but not yet merged, in a side by side view.    
 
In the following example, during a patient search, the user noticed that Kayla Test may 
have a duplicate record in CIIS.  To view potential duplicates, please see the following 
screen shots and instructions.  
 
Step 1:  Select the patient record you think may have a duplicate record in CIIS. 
Step 2:  Click on the Duplicates button.  
 

 



1/10/2013 5   
 

In this example, a duplicate was already identified by the CIIS Application.   
 
Step 3: Click the View button and you will be able to view the selected record with the 
previously identified duplicate record side by side. 
 

 
 
 
Example of side by side view 
 

 
   
Please note: You will not be able to combine the record, as this will be performed by a 
CIIS System Administrator; however, you will be able to determine which record to use 
when adding immunizations.    
 
 
 
 


