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Notice CM-484
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For:  State and County Offices

Service Center Information Management Systems (SCIMS)-Resolving Potential Duplicates
Approved by:  Deputy Administrator, Farm Programs

1 Overview

A Background

County Offices were notified in Notice CM-455 to cease resolving potential duplicates in the 
SCIMS database.  This notice advises counties that the Potential Duplicate Report will be
available Monday, November 17, 2003, and they shall proceed with resolving potential
duplicates.

Duplicate and potential duplicate records are customer records that either match, or
potentially match, another customer’s record from either the same county or another county.

Records that meet the criteria to be a potential duplicate will be flagged as potential duplicates
in SCIMS and must be resolved by County Office personnel.

B Purpose

This notice provides State and County Offices with information about:

� criteria for customers that will be determined potential duplicates
� potential duplicate reports
� potential duplicate customer resolution procedure
� not merging more than 5 potential duplicate records at one time
� procedure order for merging more than 5 potential duplicate records
� not resolving duplicates for:

� Federal and State Government agencies
� national, regional, and State associations

� examples of resolving potential duplicates
� National Office contact person.
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2 Potential Duplicate Customers

A SCIMS Potential Duplicate Process

During the SCIMS migration process, customer records were compared to determine
whether the customer has potential duplicate records.  The potential duplicate process
compares customer data that matches other customers, but is not determined an exact match.  
Not all customers identified as potential duplicates will be duplicates.

Counties shall keep in mind that properly resolving duplicates is a very important
process in the success of SCIMS.

B Individual Criteria

Individual customer data is compared to other individual customers to determine whether the
following data matches:

� Last name
� First name
� Suffix
� 5-digit ZIP Code.

C Business Criteria

Business customer data is compared to other business customers to determine whether the
following data matches:

� business name
� 5-digit ZIP Code.

D Identification Number Criteria

In a separate comparison, the migration process compared individuals and businesses to
determine whether only the identification number matches regardless of any other criteria.

3 Potential Duplicate Report

A Purpose

A potential duplicate report is available that lists all potential duplicates that have been
identified for every County Office.  The report is on the SCIMS website and can be generated
and printed as many times as necessary until all duplicates have been resolved.  The potential
duplicate’s resolution process should begin as soon as possible.

Note: Duplicates that have been resolved will not be removed from the report until the next
day.
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3 Potential Duplicate Report (Continued)

B Accessing Report

Access to the Potential Duplicate Report is now available.  County Offices shall access and
print the Potential Duplicate Report for their county according to the following table.

Step Action

1 Access SCIMS website according to 1-CM, paragraph 141.

2 On the Customer Search Page, click on “Reports”

3 Select the State and Service Center for requested report.

4 Click on “Generate Report”

5 Select “Print” from the browser’s Navigation Bar.

Counties shall follow the schedule in the table below to generate and print their report on the
day assigned to their State.  Counties shall not generate the report except for their scheduled
day to ensure maximum performance when requesting the report.

Counties are reminded that the report must build each time it is selected.  Building of the
report requires SCIMS to search the entire database to identify potential duplicate customers
for the selected county.  Counties will be notified when access to their Potential Duplicate
Report is no longer limited.

Day
States Accessing and Printing
the Potential Duplicate Report

Monday AL, CO, FL, ID, KS, MS, MO, NM, OK, RI, VI, WI, WY

Tuesday AK, AZ, CA, GA, GU, HI, MA, MT, NV, NC, ND, OR, SC, SD, UT, WA,
AS, MP, PR

Wednesday AR, CT, DE, LA, ME, MD, MN, NE, NH, NJ, NY, OH, PA, TN, VT, WV

Thursday IL, IN, IA, KY, MI, TX, VA

Friday County Offices that missed their scheduled day because of unavoidable
circumstances.

Example: All County Office employees with access to SCIMS were out of
the office on their scheduled day and they were unable to access
the report.
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3 Potential Duplicate Report (Continued)

C Examples of the Potential Duplicate Report

This is an example of the Potential Duplicate Report that the county will be dispatched.
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4 Resolving Potential Duplicates

A Resolving Duplicates on the Report

County Offices shall use the printed report to assist in resolving potential duplicates in their
own county as well as potential duplicates in which they are the control-county.

Important: The duplicates shall be resolved on the printed report before accessing the
customers in SCIMS.

County Offices shall not:

� merge more than 5 potential duplicate records at one time

� attempt to resolve potential duplicates for Federal and State Government
agencies, as well as national, regional, and State associations, that is, Parks
and Wildlife, Traveler’s Insurance, Docks Unlimited, etc.

CED shall certify on the printed report that the duplicate is resolved before accessing SCIMS
to resolve the duplicate.  The duplicate report shall be kept indefinitely.

In most cases, County Office personnel shall select the customer record that has the correct
identification number even if other customer data is incorrect.  Data from other merged
records will complete data that is not contained in the record that is chosen.  Additional data
may be added or changed after the records are merged by accessing the record in SCIMS and
making the changes.
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4 Resolving Potential Duplicates (Continued)

B Resolving Duplicate Responsibilities

County Offices:

� shall work with other County Offices listed on the report to ensure proper resolution of
potential duplicate customers

� may print a list of customers in which they are the control county according to 2-PL,
paragraph 129.

The following table outlines who has primary responsibility for resolving duplicate customers
listed on their report.

IF the potential duplicate customer on the
report is in...

THEN the duplication shall be
resolved by...

only 1 county county where the duplicate resides.

more than 1 county and there is a control county
for the customer

control county.

more than 1 county, but is not multi-State, and
there is not a control county for the customer

county with the lowest county code.

more than 1 county and State, and there is not a
control county for the customer

county with the lowest State and
county code.
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4 Resolving Potential Duplicates (Continued)

C Resolving Duplicate Customers in SCIMS

After resolving the potential duplicate on the printed report, access the customer in SCIMS
according to following table.

Note: If the County Office experiences problems trying to resolve a duplicate customer,
contact the State Office SCIMS Security Officer before making any attempts to
resolve a duplicate.  State Offices may contact the Common Provisions Branch (CPB)
at 202-720-3464 for assistance in resolving the duplicate.  Resolving a duplicate
improperly may result in the customer’s record being permanently removed when
merged.  KC-ITSD cannot reset the record.  Users should select “Cancel” and resolve
the duplicate at a later time if they are uncertain.

Step Action Result

1 Access the customer’s record that will be kept
according to 1-CM, paragraph 175.

The user will be notified that the customer has potential
duplicates.  The user will be asked, “Do you want to resolve
duplicate at this time?”

2 When more than 5 records exist to be merged,
users shall ensure that the selected customer
record that needs to be preserved is used as the
master in the final merge and not before.  The
master record should be left as unchecked as
all the other records are merged.

Note: When the first set of records are 
merged, the subsequent set will
display with the master record at the
bottom and should be left unchecked.

When performing this procedure, new name and address tax
ID’s will be created and deleted as you merge them.  The first
merge keeps a tax ID of 555555555, the other records’ tax
ID’s are attempted to be deleted and a new record added with
555555555.  The 555555555 is eventually deleted when the
final merge with the correct master record with tax ID
123456789 is completed.

3 The user must select “OK” to resolve the
duplicates when prompted or select “Cancel”
to access the customer’s record.

The selected customer and potential duplicates will be
displayed.

4 Select each customer that has been determined
to be a duplicate by clicking on the box marked
“Merge” and click the “OK” button.

The user will be asked “Are you sure you want to merge these
customers?”

� Select “OK” to merge customers
� Select “Cancel” to return to merge page.

If “OK” was selected, selected customer or customers will be
merged with the customer that has been selected to keep.

Note: The customer not selected is still flagged as a
Potential Duplicate so that the customer can be
merged or resolved by selecting that record.  It will
then display with the record resolved previously on 
the bottom.
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4 Resolving Potential Duplicates (Continued)

D Correcting Customer Records

After resolution of a potential duplicate, County Office personnel may need to correct the
customer’s AS/400 records.  Since the resolution process will merge customers into one,
any merged tax identification number that was active on a farm or in a program will need
to be made inactive in the county’s AS/400.  If the merged ID’s were not active on a farm
or in a program, then the merge process will automatically move ID to “Delete” status.

Example: A potential duplicate customer’s name and address resides in 2 County Office’s
AS/400.  In one county, the customer is in the AS/400 name and address file
and on all farm records with a permanent tax identification number.  In the
other county, the customer is in the AS/400 name and address file and all farm
records using a temporary tax identification number.  A determination is made
to merge the customer using the permanent identification number.  After
merging, the county where the temporary identification number was being used
will have to delete the temporary identification from all customer records and
programs in the AS/400 and add the permanent ID number.  The temporary ID
will remain on the name and address file in the county where it resided as
“Pending Delete” until completion of 2 full farm record rollovers.  KC-ITSD
will then move ID to “Deleted” status in the AS/400.

E Not Resolving Potential Duplicates for Federal Government Agencies

County Offices shall not resolve potential duplicates for Federal and State Government
agencies, as well as national, regional, and State associations, that is, Parks and Wildlife,
Travelers Insurance, Docks Unlimited, etc.  CPB, PECD will advise State Office SCIMS
Security Officers of the procedure for resolving these potential duplicates at a later date.
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4 Resolving Potential Duplicates (Continued)

F Examples of Resolving Potential Duplicates

Exhibits 1 through 6 provide the following examples of resolving duplicates

Exhibit Example

1 Potential duplicate customer with both a temporary and a permanent tax
identification number.

2 Potential duplicate customer in 3 counties with only a temporary tax
identification number.

3 Potential duplicate customers in 2 counties with different names.

4 Potential duplicate customer in 2 counties, but not a duplicate in 3rd county.

5 Potential duplicate customer based on matching tax identification numbers with
different business types.

6 Potential duplicate customer with matching tax identification numbers with
different names and business types.

G Contact Person

Direct questions about this notice to Mike Sienkiewicz, CPB, PECD at 202-720-8959.

5 Action

A County Office Action

County Offices shall begin resolving potential duplicates immediately.

Notes: All potential duplicates must be resolved by the County Office with the exception
of  Federal Government agencies.

Do not attempt to merge more than 5 (master record plus 4) potential duplicate
records at one time.

B State Office Action

State Offices shall:

� monitor County Office’s progress to ensure that duplicate records are resolved as soon
as possible

� assist County Offices as necessary

� contact PECD as necessary for assistance.
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Example of a Potential Duplicate Customer With Both a Temporary and a Permanent Tax
Identification Number
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Example of a Potential Duplicate Customer With Both a Temporary and a Permanent Tax
Identification Number (Continued)
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Example of a Potential Duplicate Customer With Both a Temporary and a Permanent Tax
Identification Number (Continued)
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Example of a Potential Duplicate Customer With Both a Temporary and a Permanent Tax
Identification Number (Continued)
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Example of a Potential Duplicate Customer in 3 Counties With Only a Temporary Tax
Identification Number
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Example of a Potential Duplicate Customer in 3 Counties With Only a Temporary Tax
Identification Number (Continued)
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Example of a Potential Duplicate Customer in 3 Counties With Only a Temporary Tax
Identification Number (Continued)
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Example of a Potential Duplicate Customer in 3 Counties With Only a Temporary Tax
Identification Number (Continued)

Step Action

4 The user will be asked the question, “Are you sure you want to merge customers?”  The
user shall select “OK” to merge or “Cancel” to return to the duplicate resolution screen. 
When “OK” is selected, all records checked will be merged.

Note: James Jones, Jr. will become 1 customer in SCIMS with no tax identification number.  In
each county’s AS/400 name and address file, the customer will keep the temporary tax
identification number that was assigned before the merge.  The temporary tax ID number
in the master record is added to the merged county’s name and address, and the merged
county’s temporary tax ID is deleted or flagged as “Pending Delete”.
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Example of Potential Duplicate Customers in 2 Counties With Different Names

11-13-03 Page 1



Notice CM-484 Exhibit 3

Example of Potential Duplicate Customers in 2 Counties With Different Names (Continued)
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Example of Potential Duplicate Customers in 2 Counties With Different Names (Continued)
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Example of Potential Duplicate Customers in 2 Counties With Different Names (Continued)
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Example of Potential Duplicate Customer in 2 Counties, But Not Duplicate in 3rd County
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Example of Potential Duplicate Customer in 2 Counties, But Not Duplicate in 3rd County
(Continued)
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Example of Potential Duplicate Customer in 2 Counties, But Not Duplicate in 3rd County
(Continued)
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Example of Potential Duplicate Customer in 2 Counties, But Not Duplicate in 3rd County
(Continued)
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Example of Potential Duplicate Customer in 2 Counties, But Not Duplicate in 3rd County
(Continued)
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Example of Potential Duplicate Customer in 2 Counties, But Not Duplicate in 3rd County
(Continued)
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Example of Potential Duplicate Customer Based on Matching Tax Identification Numbers With
Different Business Types
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Example of Potential Duplicate Customer Based on Matching Tax Identification Numbers With
Different Business Types (Continued)
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Example of Potential Duplicate Customer Based on Matching Tax Identification Numbers With
Different Business Types (Continued)
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Example of Potential Duplicate Customer Based on Matching Tax Identification Numbers With
Different Business Types (Continued)
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Example of Potential Customer With Matching Tax Identification Numbers With Different Names
and Business Types
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Example of Potential Customer With Matching Tax Identification Numbers With Different Names
and Business Types (Continued)
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Example of Potential Customer With Matching Tax Identification Numbers With Different Names
and Business Types (Continued)
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Example of Potential Customer With Matching Tax Identification Numbers With Different Names
and Business Types (Continued)
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