Unmerging Patients

If 2 patients are merged that should not have been merged, they must be manually separated again. In

this case | have 2 patients, father and son with the same name, whom | merged. The father had files, an

invoice and an exam record. The son did not.
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Once merged, the patient you began the Merge from will be Inactive. You will need to search for them

(make sure “All” is selected in the patient search in order to inclide Inactive patients).




Got to the Inactive patient’s Patient tab > Additional Info > click “Set Patient Active”.
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Next you will go to the patient tab of the patient you merged all the information to. Follow the steps in
the pictures below.
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If a patient is wrongfully merged, and their files are now in another patient’s record,
you must go to that record open the file (will open in adobe, foxit, etc) download and
save this to the desktop. You will need to manually add it to the correct patient’s Files
tab. You can then remove it from the patient it was wrongfully merged to.
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Merging a patient also merges invoices. You will need to open the patient the invoices are now
located in. Find the ones that belong in the other patient record and recreate them under the
correct patient. You will then need to Void them from the patient they were merged to. There is
no other way to move them except manually recreating them in the correct patient, and voiding
them from the incorrect patient.
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0D|: To put the Exam Records back under the correct patient, go to the Records tab of the patient you
merged them to, click Old Records. You will need to check the records to know which record belongs
os|: to which patient. Sometimes you can use the Prescriptions in the records to tell which patient the
Notesd record belongs to. Once you find a record that belongs to the merged patient, pull it up, got to EHR
Settings > Record Information > Change Medical Record Patient > Select the rightful patient.
You will need to do this for each exam record that is now under the incorrect patient.
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