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Background
The CPAMERG function in Contexte allows a user to merge one or several IDs (driver license numbers or internal system-generated IDs) to one single ID. The function is used to merge information about one and the same person in Contexte when multiple IDs have been created for one and the same person.

When two IDs are merged in CPAMERG, all information related to the IDs is also merged. Examples of information that will be merged from the ‘FROM” ID to the “TO” ID are:

· Accounting information, receipts, balance owed, etc.
· Service documents, like Warrants, Summonses, etc.

 Examples of information that will be lost from the ‘FROM” ID to the “TO” ID are:

· Personal information, original name, demographics, addresses, telephone numbers

There is no functionality to reverse or ‘back out’ the actions of a merge of IDs so it is crucial that only IDs which are positively identified as the one and the same person are merged. An incorrect merge of IDs which are different persons may cause cases, warrants or balances owed to end up on the wrong person.

The CPAMERG checklist

AOC has developed a checklist to help the court with capturing necessary information before merging IDs. Below will follow a description of what information that needs to be collected and recorded before a merge takes place. The top block contains information about IDs which are merged into another id. This is referred to as the “FROM”-ID. 

The bottom block contains information about the ID into which other IDs are merged. This is referred to as the “TO”-ID. The top block (“FROM”-IDs) contains several rows since multiple IDs can be merged into a single ID in a consecutive manner. However, the Contexte form CPAMERG only allows merging of one ID at the time. The bottom block only contains one single row since this is the one ID into which the others are being merged and is referred to as the “TO”-id.

Information in the CPAMERG checklist top block
Person Merge FROM Name (First, Middle, Last)
This column should contain the First name, Middle name and Last name of the ID which is going to be merged into another ID. Separate names by comma.

Person Merge FROM ID
This column should contain the ID which is being merged into another ID. The ID can be a driver’s license number, identification number or system-generated ID. 

DOB
This column should contain the date of birth of the ID which is being merged into another ID. Enter the information in MM/DD/YYYY format.

Sex
This column should contain the gender of the ID which is being merged into another ID. Enter the information as “M” for Male or “F” for female.
Race
This column should contain the demographic information regarding race of the ID which is being merged into another ID. Enter the information as one of the following races which are eligible in Contexte:

· AMERICAN INDIAN
· ASIAN OR PACIFIC ISLANDER
· BI-RACIAL
· BLACK
· UNKNOWN
· WHITE
SSN
This column should contain the Social Security Number (if available) of the ID which is being merged into another ID. Enter the Social Security Number information in NNN-NN-NNNN format, if available. Otherwise, state “N/A” in this column.

Case No.
This column should contain case numbers in Contexte of the ID which is being merged into another ID. Enter the full Case Number IDs including Case prefixes such as Court Code and Subject Matter division (for instance “60CR” for a criminal case in Pulaski County), followed by the year and the running number each separated by a hyphen. If the number of cases on the FROM ID is many, please list the Case IDs on a separate document and attach it to the checklist. In these cases, make a note instead in this field which identifies the attachment where the Case IDs are listed.
Balance owed
This column should contain the balance owed on each case belonging to the ID which is being merged into another ID. If the number of cases on the FROM ID is many, please list the balance on each Case ID on a separate document and attach it to the checklist. In these cases, make a note instead in this field which identifies the attachment where the list of balances on the Case IDs is listed.

Receipt #
This column should contain any Contexte issued receipts on each case belonging to the ID which is being merged into another ID. If the number of receipts on cases on the FROM ID is many, please list the receipts for each case on a separate document and attach it to the checklist. In these cases, make a note instead in this field which identifies the attachment where the list of receipts for the Case IDs is listed.

Service Document ID
This column should contain any Service Document IDs issued through Contexte belonging to the ID which is being merged into another ID. If the number of Service Document IDs on the FROM ID is many, please list the Service Document IDs on a separate document and attach it to the checklist. In these cases, make a note instead in this field which identifies the attachment where the list of Service Document IDs is listed.

Source of verification
This column should contain information regarding what source that was used to identify the IDs which are being merged. Example of sources could be ACIC (Arkansas Crime Information Services), Driver Services Control or other agencies.

Comments
This column may contain any additional information which the court would like to make regarding the ID which is being merged into another ID.


Information in the CPAMERG checklist bottom block
Person Merge TO Name (First, Middle, Last)
This column should contain the First name, Middle name and Last name of the ID into which another ID is being merged. Separate names by comma.

Person Merge TO ID
This column should contain the ID into which another ID is being merged. The ID can be a driver’s license number, identification number or system-generated ID. 

DOB
This column should contain the date of birth of the ID into which another ID is being merged. Enter the information in MM/DD/YYYY format.
Sex
This column should contain the gender of the ID into which another ID is being merged. Enter the information as “M” for Male or “F” for female.
Race
This column should contain the demographic information regarding race of the ID into which another ID is being merged. Enter the information as one of the following races which are eligible in Contexte:

· AMERICAN INDIAN
· ASIAN OR PACIFIC ISLANDER
· BI-RACIAL
· BLACK
· UNKNOWN
· WHITE
SSN
This column should contain the Social Security Number (if available) of the ID which another ID is being merged into. Enter the Social Security Number information in NNN-NN-NNNN format, if available. Otherwise state “N/A” in this column.

Case IDs merged confirmed.
Use this column to indicate that the case IDs merged into the new TO ID are correct. To indicate so, enter a “Y” in this column.

Balance merged confirmed
Use this column to indicate that the balances on merged cases belonging to the merged ID are correct. To indicate so, enter a “Y” in this column. If there is no balance owed, enter “N/A” in this column.

Receipt merged confirmed
Use this column to indicate that the receipts on cases belonging to the merged ID are correct. To indicate so, enter a “Y” in this column. If there are no receipts on cases, enter “N/A” in this column.

Service Documents merged confirmed
Use this column to indicate that the Service Documents belonging to the merged ID are correct. To indicate so, enter a “Y” in this column. If there are no Service Documents for the merged IDs, enter “N/A” in this column.

Accuracy of merge process confirmed
Use this column to indicate that there are no outstanding verifications remaining and that the merge process was successful, that all data transferred from the FROM IDs to the TO ID are correct. To indicate so, enter a “Y” in this column.
Comments
This column may contain any additional information which the court would like to make regarding the ID into which data were being merged.

Other information to collect with the information on the CPAMERG checklist

Together with the information entered on the CPAMERG checklist, the court should also print a Person Summary report through Contexte before starting the merge process. The Contexte Person Summary reports should be attached to the CPAMERG checklist.

What to do with the CPAMERG checklist and attachments to it

The CPAMERG checklist and attachments should be kept on file at the court for eventual requests coming from Legislative auditors or the Administrative Office of the Courts.

User access to the CPAMERG form in Contexte

The clerk of the court should review and make sure that only authorized staff within the court have been approved access in Contexte to the CPAMERG form. It is recommended that the access to CPAMERG (through the “Party Change/Delete”- security class) is kept to a trusted and small group of users within the court.
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