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Introduction

Chapter 1

About this Chapter

Overview

This Introduction welcomes new and experienced e*Index™ Global Identifier
(e*Index) users and explains how to use this guide. e*Index is an enterprise-
wide master person index that maintains demographic data about the people
who participate throughout your business, linking information from different
locations and computer systems. This document describes the user interface
for SeeBeyond’s e*Index.

The following diagram illustrates the contents of each major topic in this

chapter.

Welcome

About this
Guide

About e*Index

Additional
Resources

e*Index Global Identifier User's Guide

Learn where to start in this guide if you are a
new or experienced user

Learn how to use this guide

Learn about the functions and features of
e*Index

Learn about related publications you may
wish to review
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Chapter 1: Introduction To New Users

Welcome

Welcome to e*Index, SeeBeyond's enterprise-wide master person index.
e*Index provides accurate identification of members throughout your
business enterprise, and cross-references member profiles using each
member's unique identification number. e*Index also ensures accurate
member data by identifying potential duplicate records, and providing the
ability to merge duplicate records. In a highly integrated, complex business
organization, the ability to uniquely and quickly identify a member profile is
essential for efficient communication and effective customer service.

To New Users

If you are new to e*Index, you should browse through this guide before you
begin to use the software. Please pay particular attention to the overview
sections provided at the beginning of each chapter and at the beginning of
each section within a chapter. The overview sections are designed to provide
background and explanatory information you may need to understand.

After reading the overview information, you will be ready to perform specific
tasks using the step-by-step instructions provided in each chapter.

To Established Users

If you are a more advanced e*Index user, you may prefer to use this guide as
a quick reference to find information about forgotten or unfamiliar tasks. If
you know what you need to do, but can’t remember exactly how to do it, you
can easily find what you need in the Table of Contents. Or, you can browse
through the guide and find the appropriate step-by-step procedure by
scanning headings and instruction titles.

e*Index Global Identifier User's Guide 1-2 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction What is the Purpose of this Guide?

About this Guide

What is the Purpose of this Guide?

This guide provides the information you need to quickly get started with
e*Index. It includes navigational instructions, functional instructions, and
background information about the application’s features. This guide also
provides the information you need to add, maintain, and verify member
data.

What is the Scope of this Guide?

This guide provides step-by-step instructions for all of the functions of
e*Index, such as adding and updating member information, identifying
duplicate member profiles, merging and unmerging member profiles, and
deactivating member profiles. It also includes information on searching for
member profiles, viewing an audit trail, and comparing member profiles.

This guide does not include information or instructions on setting up
security, maintaining table values, or working with e*Index Monk APIs.
These topics are covered in the appropriate user's guide.

Who Should Use this Guide?

Any user who needs to learn how to use e*Index should read this guide.
Intermediate or advanced users who need a refresher on using some of the
basic functions of e*Index should also read this guide. A thorough
knowledge of e*Index is not needed to understand this guide.

How Should this Guide be Used?

For best results, you should skim through the guide to familiarize yourself
with the locations of essential procedures you need to perform. Each chapter
begins with a simple graphic that identifies the information contained in the
chapter.

If you are interested in learning how e*Index may have been customized to
suit your company’s business needs, see the e*Index Administrator User’s
Guide. For example, if you want to understand more about system default
values or how some drop-down field values are customized for your
company, you will want to read this guide.

e*Index Global Identifier User's Guide 1-3 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction

How is this Guide is Organized?

How is this Guide is Organized?

This guide is divided into four chapters that cover the topics shown below.

Chapter Topics
Chapter 1, Introduction B Welcome
B About this Guide
B About e*Index
B Additional Resources
Chapter 2, Getting Started | B Accessing e*Index
B Learning About the e*Index Interface
B Getting Help
B Exiting e*Index
Chapter 3, Viewing B | earning About Member Inquiries
Member Information
B Searching For Members
B Working with Search Results
B Viewing Member Profiles
Chapter 4, Adding and B Learning About Member Profiles
Maintaining Member
Profiles B Adding a Member Profile
B Comparing Member Information
B Maintaining Member Information

e*Index Global Identifier User's Guide
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Chapter 1: Introduction What are the Conventions Used in this Guide?

What are the Conventions Used in this Guide?

Before you start using e*Index, it is important to understand the typographic,
icon, special notation, and other conventions used in this guide.

Typographic Conventions

The following typographic conventions are used in this and other e*Index

publications.

Item

Convention

Example

Book titles

Title caps, italic

See the e*Index Administrator
User's Guide

Button names,
key names, and
key combinations

Bold

OK button
F1 key
Alt+Shift+V key combination

Chapter titles (and
section titles within
chapters)

Title caps, in quotation
marks

See Chapter 2, “Getting Started”

See “Adding a Member Profile”
later in this chapter

Menu names and

Bold, capitalization is

Functions menu

e*Index Global Identifier User's Guide

commands identical to the Action menu
interface

Save command

Messages Bold New UID #100-000-0018 has
been added to the database.

New terms Italic A member profile is a set of
information that describes
characteristics about an
individual in your database.

Window, page, Title cap Detail Inquiry window

and dialog titles Print dialog

1-5 SeeBeyond Proprietary and Confidential




Chapter 1: Introduction

What are the Conventions Used in this Guide?

Icon and Special Notation Conventions

The following conventions are used in this and other e*Index publications to
identify special types of information.

Icon or
Notation

Type of information

Note
Tip

Important!

Caution!

>
v

o

e*Index Global Identifier User's Guide

Supplemental information that is helpful to know, but
not essential to completing a particular task.

Information that helps you to apply techniques and
procedures described in the text to your specific needs.
May also suggest alternative methods.

Information that is essential to the completion of a task.
Advises you to take specific action to avoid loss of data.

Indicates the beginning of a step-by-step instruction.

Specifies a task to perform before you begin a step-by-
step instruction.

Indicates a cross-reference to other sections of the
guide or to other publications.

1-6 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction What are the Conventions Used in this Guide?

Mouse Conventions

You can use either a single-button mouse or a multiple-button mouse with
e*Index. If you use a multiple-button mouse, the left mouse button is the
primary button, unless the mouse is configured differently.

The instructions in this guide may require you to use the mouse in a variety
of ways:

Point means to position the mouse pointer until the tip of the pointer
rests on whatever you want to point to on the screen.

Click means to press and then immediately release the left mouse button
without moving the mouse.

Double-click means to click the left mouse button twice, in rapid succession.
Right-click means to click the right mouse button once.

Drag means to point and then hold down the mouse button as you move
the mouse. Drop means to let go of the mouse button to place the
dragged information where you want it to be moved.

Move means to point to an object on the screen, such as an e*Index
window, and drag the mouse to move the object to a screen location of
your choice.

Highlight means to select an area of text by dragging the mouse over the
desired portion of text that appears on a window.

Select means to point to a list of information on an e*Index window, and
then click once to choose the data you want. The information becomes
highlighted when selected.

Expand means to double-click a row of information on an expandable list
to display more details. The details appear on another row, below the
row you double-click.

Collapse means to double-click a row of information on an expandable
list to hide the details that appear on the following row.

e*Index Global Identifier User's Guide 1-7 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction What are the Conventions Used in this Guide?

Field Description Conventions

This guide explains how to perform certain tasks and describes the fields that
appear on the e*Index windows that you use to accomplish those tasks. Field
descriptions appear at the end of each procedure, and are referenced by topic
name from the step in which you are required to modify one or more field
values. For example:

3
criteria for the member you want to find (for more information, see
"About Demographic Search Fields" following this procedure).

This step identifies the name of the topic
that describes the fields you need to use

Each field description topic identifies and describes the fields you need to use
tirst. If applicable, descriptions of any display-only fields that appear on the
window are also provided. For example:

In this field ... type or select ...

Fields you need to use to J Title The title used by the member, such as Ms., Ph.D.,
complete the procedure Medical Doctor, Reverend, and so on.

No default

Religion The member's religious affiliation, such as
Agnostic, Buddhist, Christian, and so on.
No default

This field or

Display-only fields you column ... displays this information ...

may encounter while

performing the procedure uiD The unique identification number of the member.

This number is assigned by e*Index.

e*Index Global Identifier User's Guide 1-8 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction Overview

About e*Index

Overview

This section of the chapter provides background information about the
features of e*Index.

What is e*Index?

e*Index is an enterprise-wide master person index that maintains the most
current information about the people who participate in your business
enterprise. e*Index creates a single, consistent view of all member data by
providing an automatic, common identification process regardless of the
location or system from which the data originates. Member records from
various locations are cross-referenced using a unique universal identifier
(UID) assigned to each profile by e*Index. By creating UIDs, e*Index can
identify many types of participants, such as customers, employees, contacts,
and so on.

The identification and demographic information for all members is
centralized in one shared index. Maintaining a centralized database for
multiple systems enables e*Index to integrate data throughout the enterprise
while allowing local systems to continue operating independently.

What are the Features of e*Index?

e*Index uniquely identifies, matches, and cross-references member
information throughout your business. Additions and updates to the
database can be made from your existing external systems as batch updates
or in real-time. From the e*Index GUI, you can perform the following
functions.

B Audit Trail
The database stores a complete audit history for each member. e*Index
stores audit trail information in the database and tracks all changes to
each record, storing before and after images as well as recording who
made the changes. You can view a member's audit trail online or print a
hard copy of the audit trail.

B Search
Using the Quality Workstation, you can search for specific members or
sets of members. e*Index allows you to perform different types of
searches using different combinations of data elements, and returns a list
of potential matches to your search criteria. e*Index also parses address
components, so you can search for a member record by their street

e*Index Global Identifier User's Guide 1-9 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction What are the Features of e*Index?

address. Most search criteria are case-insensitive, and ignore diacritical
marks.

B Data Maintenance
You can add, update, deactivate, and delete data within the e*Index
database tables using the Quality Workstation. Data updates from
external systems can occur in real-time or as batch processes. You can
also maintain member information by merging or unmerging records.

B Potential Duplicates
Using algorithm matching logic, e*Index has the ability to identify
potential duplicate records, and provides the functionality to correct the
duplication. Profiles that are potential duplicates can be viewed online in
a side-by-side comparison or printed on hard copy. Potential duplication
is resolved either by merging the profiles in question or by removing
their potential duplicate flags.

B Comments
e*Index generates automatic comments for specific transactions, such as
adding, updating, or merging member information. You can also create
your own comments to add to a member record. Comments can be
viewed online or printed.

B Audit Log
The system administrator can specify that a log is maintained of each
instance the ui_person table is accessed from the e*Index GUI This log
provides information such as the user ID of the user who accessed
ui_person, the type of action that was performed against the data, and the
date and time of access. From the Audit Log, you can also view an image
of the profiles that were accessed.

B Security
Security is provided through a separate GUI, and includes basic access to
the database through user logon and password activities, as well as access
to the functions and actions of e*Index. Access can be restricted by
application module, online function, actions within the functions, data
element, user ID, and so on.

B Configuration
You can configure system parameters for your e*Index system using the
e*Index Administrator GUIL. This GUI allows you to set search limits and
requirements, set matching algorithm limits, customize the appearance of
the e*Index GUI, specify country and date formats, modify potential
duplicate processing rules, and so on.

e*Index Global Identifier User's Guide 1-10 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction What are the Features of e*Index?

Additional Resources

SeeBeyond has developed a suite of e*Index user's guides and related
publications that are distributed in an electronic library.

e*Index Administrator User’s Guide

Helps system administrators configure the system parameters for e*Index
to meet your business requirements. This guide also describes how to
maintain the information in the database that is used to populate the
drop-down lists in the e*Index.

e*Index Security User's Guide

Helps system administrators add users and user groups to e*Index
applications, to grant security permissions to users and user groups, to
maintain user and user group information, and to configure certain
system parameters.

e*Index Global Identifier Technical Reference

Describes message processing for e*Index, as well as database tables and
e*Index Monk APIs. This guide also provides a complete listing of
e*Index Monk APIs and functions, along with a description, parameters,
syntax, return values, and examples for each.

e*Index Global Identifier Installation Guide

Helps system and database administrators install a new e*Index
environment for the current release, including e*Index schema files, the
e*Index GUI, and database installation.

e*Index Global Identifier Upgrade Guide

Helps system and database administrators upgrade an existing e*Index
environment to the most current release, including e*Index schema files,
the e*Index GUI, and database upgrades.

e*Index Initial Load User’s Guide

Provides the background information and instructions that system and
database administrators need in order to load legacy data into the e*Index
database, including a description of the expected data format and the
schema files included with the load program.

Working with Reports for e*Index Global Identifier

Provides background information about the GUI and standard reports
provided with e*Index, and explains how to modify and run the standard
reports (for an Oracle installation only).

e*Index 4.1.1 to 4.5.1 Upgrade Guide

Helps system and database administrators upgrade an existing e*Index
4.1.1environment to version 4.5.2, including e*Index schema files, the
e*Index GUI, database, and report upgrades.

e*Index Global Identifier User's Guide 1-11 SeeBeyond Proprietary and Confidential



Chapter 1: Introduction What are the Features of e*Index?

e*Index Global Identifier User's Guide 1-12 SeeBeyond Proprietary and Confidential



Chapter 2
Getting Started

About this Chapter

Overview

This chapter helps you to become familiar with e*Index and includes the
basic instructions that help you to put e*Index to work quickly.

The following diagram illustrates the contents of each major topic in this
chapter.

Access e*Index || Learn how to log on to e*Index

Learn about the GUI front end of e*Index,

AR E] including toolbars, menus, and windows

Learn about the various help features of

Help Features e*Index

Exit e*Index Learn how to log off of e*Index
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Chapter 2: Getting Started Overview

Accessing e*Index

Overview

This section of the chapter provides the instructions you need to get up and
running with the e*Index application.

Logging on to e*Index

Before you can use e*Index, you must first log on to the program by
specifying your logon ID, password, and perhaps other information such as
the database you want to use.

.E*Indeu Global Identifier E |

Specify your logon St ‘ E750 j|

information on

the e*Index - -l _ :
Administrator \_',fgjfj:lj‘ﬂ Lagin |D: | jones

Logon window w100dl Idenuijer
FPazzword: I A
Statug
|
SEEBEYOMD Lag In Cancel Help

» To log on to e*Index
Before you begin:

v" Make sure you have a user ID and password for e*Index

1 To access e*Index, double-click the e*Index icon on the workstation
| desktop. This launches e*Index, and the Logon window appears.

e*Index icon
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2 In the Server field, select the name of the e*Index database you want
to access.

Note: Only databases that are defined in the e*Index initialization file,
stc_ua.ini, appear in the drop-down list for this field. See your System
Administrator if you need a database added to the list.

3 Enter your logon ID and password in the appropriate fields.

LogIn | 4 In the lower portion of the logon window, click Log In. The e*Index
Log In button Global Identifier Main window appears.

Changing Your Logon Password

Once you log into e*Index, you may need to change your password for
various reasons. For example, your System Administrator may configure a
specific period of time after which you must change your password. The
administrator may also configure the application to require that you change
your password the first time you log on to the system.

Tip: You should change your password periodically. The recommended frequency
for your organization is based on internal security procedures. You can change your
password at any time.

.Ehange Password |
Change/ Original F'asswcnrd:l kb
Password
dialog M ew Passwo rd:l EEES S S

Canfirm Password: I ********l

ok | Cancel |

» To change your logon password
Before you begin:
V" Determine the new logon password you want to use

% 1 On the Primary Toolbar, click Change Password. The Change

Password dialog appears.
Change Password

tool

2 On the Change Password dialog;, fill in the password fields (for more
information, see "About Password Fields" following this procedure).
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ak. | 3 On the Change Password dialog, click OK. Your new password is
OK button saved to the database.

About Password Fields

The password fields, located on the Change Password dialog, allow you to
change your existing password to a new password.

In this field ... type or select ...

Original Password  The password you currently use to log into the
e*Index applications.

No default
New Password The new password you want to use to log in.
No default
Tip: Passwords may not be common words or names.

Confirm Password  The same password you typed in the New Password
field.

No default
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Learning About the e*Index Interface

Overview

This section of the chapter provides background information about the user
interface of e*Index, the windows you use, and common menu options.

About the Basic Design

e*Index is designed specifically to support scattered business locations and
disparate information systems across an enterprise, as well as various
applications from multiple vendors. Maintaining a centralized database for
multiple systems enables e*Index to integrate data throughout the enterprise
while allowing local systems to continue operating independently. e*Index
makes it easy to find information that was previously scattered among
multiple systems.

About the Graphical User Interface (GUI)

The Main Menu,
with the Functions
drop-down menu
displayed

The design of the user window follows a standard Microsoft Windows
progression based on user functionality. The application includes standard
graphical elements, such as windows, dialog boxes, drop-down menus,
action buttons, and icon tools.

Click any word on the Main Menu to display a drop-down menu with a list
of commands from which you can choose.

B e*Index Global Identifier - Database: E750 SID: E750

File Edit | Functions ‘Window  Help

J] 0+ & Add Chrl4+-Shift+4 b,

— Audit Trail Ckel+Shift+T
Zompare Ckel+Shifk+C
Merge Ckel+Shift+1

Potential Duplicate Ckel+Shifk+D
Search & View persons  Ckrl+Shift+3

Address Search Ckel+Shifk+R,
UnMerge Ckel+Shifk-+L
Audit Log Ckrl+Shift+L

Zhange Password Zkel+3Shift+P
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What is the e*Index Window?

The e*Index Window is the first window that appears when you log on to
e*Index. This window consists of the e*Index Main Menu bar, the Primary
Toolbar, and several standard Windows graphic elements.

The name of the

database you are Use standard Windows

Use the Title Bar icon buttons to minimize,
connected to appears
to perform several . restore, and close the
. . on the Title Bar . )
window actions e*Index window

Title bar —_

B e*Index Global Identifier - Database: E750 SID: E750
Main Menu bar ————— File Edit Functions ‘Window Help

+ Bx =
Primary Toolbar _— “m' §|E % 00 4] R @S
e*Index
Application
windows appear
here
Status bar —|Heady P

The e*Index window is the first window that appears when you log on.
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About the Main Menu

The Main Menu bar lists the names of five drop-down menus (File, Edit,
Functions, Window, and Help) from which you can perform a variety of
functions. When you select a menu from the Main Menu bar, the available
commands appear on drop-down lists. The Functions menu, where you can
choose which database function to perform, is used most frequently.

When you access a function, the Main Menu bar lists an additional drop-
down menu, named Actions, with commands specific to the displayed
function.

Once you display a drop-down menu, you can select an option from the
menu by clicking it with your mouse or by pressing the underlined letter of
the command on your keyboard. The drop-down menus also display hot key
combinations that you can press to perform a specific function. For example,
Ctrl+Shift+M opens the Merge window.

Select which e*Index function you want to use
/_ from the Functions menu

Main Menu bar —— File Edit | Functions ‘Window Help
&dd CLrl+Shift+&
) , Audit Trail Chrl+Shift+T
\éfnv:}n?::lc}?bols Compare Ckrl+Shift+C
drop-down Merge ZEr[+Shif e
menus Paotential Duplicate Zbrl4-Shif 40
Search & View persans  Crrl4+-Shift+5
Address Search CErl+Shift+R
LnMerge CErl+Shift+L
Sudit Log CErl+Shift+L
Change Password Ckrl+3hift+P

About the File Menu

The File Menu on the Main Menu contains standard Windows options, such
as Close, Print Active Screen, Printer Setup, and Exit.

| File:
Clogze
Frint Active Screen
Printer Setup..
E xit

B Close
The Close option closes the current open window, and returns to the
previous open window or the e*Index main window.
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B Print Active Screen
The Print Active Screen option allows you to print the current active
window. This option becomes very useful when referencing a particular
window.

B Printer Setup

The Printer Setup option allows you to select or set up a printer for the
current active session.

Printer Setup

Prirter:

Generc PostScript Pri [Copy 1) on LPT1:
Fax on Medl:

Acrobat PDPwWiter on LPT1:

Acrobat Distiller on Medl:

Whprint G azherbrum on Nel2: ;I Setup...

!
Genenc PoztScrpt Printer on LF'T'I: Canizel |

B Exit
The Exit option terminates the application and returns to the Windows
Desktop.

About the Edit Menu

The options available in the Edit Menu allow you to undo the most recent
action, and copy, cut, and paste information.

| Edit
Undo Chrl+Z
Copy
Cut Clrles
Pazte Clrl+

® Undo
Use this command to undo the most recent action (cut, copy or paste) and
return to the previous status.

®  Copy
This command copies the contents of the highlighted field to the
clipboard.

B Cut
This command removes the contents of the highlighted field and places
them on the clipboard.

B Paste
This command places the contents of the clipboard into the currently
highlighted field.
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About the Functions Menu

The options available on the Functions Menu allow you to access the primary
functions of e*Index.

| Functions

add Chrl+3hift+4
Audit Trail Crel+5hift+T
Compare Chrl+5hift+C
Merge Ckel+ShifE+1

Patential Duplicate Crrl+5hifE+0
Search & View persons  ChrlH-Shift+5

Address Search Ckrl+Shift+R
InMerge Crrl+5hift+L
Audit Log Chrl+ShifE+L

Zhange Password Ckrl+35hift+F

B Add
This command allows you to add a new member profile. For more
information, see "Adding a Member Profile" in Chapter 4.

B Audit Trail
This command allows you to compare a member's profile before and after
changes were made. For more information, see "Viewing an Audit Trail"
in Chapter 4.

B Compare
Use this command to display two member profiles in a side-by-side
comparison. For more information, see "Comparing Member Profiles" in
Chapter 4.

B Merge
This command allows you to merge two member profiles into one profile.
For more information, see "Merging Member Profiles" in Chapter 4.

B Potential Duplicate
Use this command to detect profiles that are potential duplicates of one
another. For more information, see "Finding Potential Duplicates" in
Chapter 4.

B Search & View persons
Use this command to query the database for a specific member or a set of
members using demographic data as the search criteria. Use this function
to view and modify member information, to update local ID information,
to update alias names, and to deactivate member profiles. For more
information, see "Searching for Member Profiles" in Chapter 3.

B  Address Search
Use this command to query the database for a specific member or a set of
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members using address information as the search criteria. This
specialized query searches against parsed addressed components to find
profiles that match the search criteria. For more information, see
"Performing an Address Search" in Chapter 3.

B Unmerge
This command allows you to unmerge two member profiles that were
previously merged. For more information, see "Unmerging Member
Profiles" in Chapter 4.

B Audit Log
This command allows you to a list of the users who accessed the ui_person
table, the date and time of access, and the UIDs of the member profiles
they accessed. For more information, see "Viewing the User Audit Log"
in Chapter 3.

B Change Password
This command allows you to change your logon password. You should
change your password periodically for security reasons. For more
information, see "Changing Your Logon Password" earlier in this chapter.

About the Window Menu

The Window Menu contains standard commands available with most
Windows applications. These commands allow you to customize the
appearance of your e*Index windows and toolbars for the current session.
The Windows Menu also displays a list of all open windows. You can select
a window name from the list to display that window.

Wfindow

Tile Wertical
Tile Horizontal
Layer
Cazcade

Toolbars....

Arrange lcon

B Tile Vertical
The Tile Vertical option arranges open windows vertically.

B Tile Horizontal
The Tile Horizontal option tiles all open windows horizontally.

B Layer
The Layer option brings the open window back to its original size.

B Cascade
The Cascade option displays all open windows in a descending cascade.
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B Arrange Icons

the appearance and

Use the Toolbars W Shaw Tips
window to modify »
— T ask zpecific toolbar

The Arrange Icons option arranges the icons at a set interval across the
window.

Toolbars

The Toolbars option allows you to customize your display options for the
e*Index toolbars and icons. You can define where to place your toolbars
and whether to display balloon help or descriptive text along with each
toolbar button.

.Tuulhars | x| |

location of your Hide
toolbar _I

Location: ¢ | eft 0 l':'F‘
" Bottom " Hight
" Floating

Cloze |

» To customize your toolbar options

1

Hide | 4

Hide button

From the Main Menu, click Window and then click Toolbars. The
Toolbars dialog appears.

Do one of the following:

To display the toolbar on the left side of the e*Index window, click the Left
option.

To display the toolbar at the top of the e*Index window, click the Top
option.

To display the toolbar on the right side of the e*Index window, click the
Right option.

To display the toolbar at the bottom of the e*Index window, click the
Bottom option.

To display the toolbar such that you can move it around the window, click
the Floating option.

To display descriptive text for an icon only when you pass the mouse
pointer over it, select the Show Tips checkbox.

To remove the toolbar from view, click the Hide button.
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Show | 5 To make the toolbar visible when it is hidden, click the Show button.
Show button

About the Help Menu

The Help Menu allows you to access e*Index help files and system
information including version number, and copyright information.

Help

Help Contents
&bt

B Help Contents
The Help Contents option displays online help to assist you in
performing the functions of e*Index.

B About
The About option displays the About information dialog. Click System
Info on this dialog to display the operating system, CPU type, resolution,
database, database server, e*Index version and build numbers, and the
PowerBuilder version. Click OK to close the information dialogs and
return to the Main Menu.

.Ahuut E |
About /
information

dialog ‘-3,.91” ' I 2,4 SeeBeyond Technology Corporation
:'J‘:"'-U':-rj ME'IF!..EJ:-I 22001, All rights rezerved.

Yersion: 4.5.7.0.751

4

SEEBEYOND

Suztem Info |
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.5rstem Information E |

Operating System: “window MT
CPU Type: Pentium
Resolution: 1024x765

System / Databasze:
Information - E751

dialog Server:
Yersion: 451

Build: 751
PowerBuilder: Enterprize 7.03

About the Primary Toolbar

The Primary Toolbar gives you quick access to the most frequently used
e*Index functions. This toolbar is located just below the Main Menu, and
includes a set of buttons, or tools, to help you quickly access frequently used
functions and modules. Since this toolbar is visible at all times, you can
access these tools at any time. Depending on which function you access,
another toolbar specific to that function appears under the Primary Toolbar.

Print
SAc’nve Audit Change
creen Trail Merge Search ~ UnMerge Password

| | | |

EEICEY
|

| l
| | » | .
Exit Add Compare  Potential Address  Audit Log
Duplicate Search
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What are

Application Windows?

There are numerous application windows in e*Index that you use to perform
specific functions. For example, you display the Add window to add a new

me
Main Menu bar

mber to the database.

N .e*lndex Global Identifier - Database: E750 SID: E750
Primary toolbar File Edit Functions Actions ‘Window Help
S AalbaB9E0 S
Application window gy = |
toolbar .Add Person M= E3
Identification
upf - - System fwAYFIELD Local ID 58-45-8413
Labeled box Last Name [WARREN Fist Mame [ELIZABE TH Middle Name JIUNE
DOE 051441360 Gender|FEMALE SSH [555-44-4555
Fi/dccess MOME Perzon Category [CUSTOMER
Pemographics | Miscell Add | Phonesl Other IDs
Title Suffi I arital StatusIMAHHIED
Tabbed Pages Religion BGNOSTIC Language[ENGLISH Ethnic Group [SMERICEN
Race|0THER ‘Weteran Status [MOME
Maiden JOHNSON Father's Mame|MARK Spouse's Mame [DA4ID
Mather's MaidenIEENTDN Mather's NameIDAHEY]
Save | Lloze |
| Mather's Name él

You can perform specific functions on application windows.

There are several components that may appear on an application window.

e*Index Global Identifi

Main Menu

The Main Menu bar is located at the top of the application window, and
is visible in all application windows. This menu bar displays the
functions available to e*Index.

Primary toolbar

The Primary toolbar is located just below the Main Menu bar, and is
visible in all application windows. Use the tools on the Primary toolbar
to access the primary functions of e*Index.

Application window toolbar

The application window toolbar is unique to each application window,
and contains tools for various functions that you can perform from the
active application window.
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B Labeled boxes
Most application windows contain labeled boxes that display information
related to the currently displayed member. Several application windows
contain labeled boxes for different types of information.

B Tabbed Pages
Some application windows may contain tabbed pages, which display
information related to the currently displayed entity. You can use tabbed
pages to view, add, modify, and delete information.

About Application Window Menus

Whenever an application window appears, the Main Menu changes slightly
to accommodate the functions available on the application window. When
you access an e*Index function, the following menu is added to the menu bar:

B Actions Menu
Most Actions menus contain a standard set of action commands, such as
Save and Close Window, as well as commands that are unique to the
displayed window. The Actions menu appears on all windows accessed
by the Functions menu, such as the Add, Merge, and Potential Duplicate
windows.

About Application Window Toolbars

Every application window has a unique toolbar, which is located directly
below the primary toolbar. Application window toolbars contain tools for
various functions you can perform from the active application window. The
tools generally include functions from the Actions menu.

ERED ¢ R E
L |
I [
Closes These functions appear on the
window window’s Actions menu

You can easily determine the function of each toolbar button by passing the
mouse pointer over a button to view balloon help. Balloon help specifies the
function of each button (for more information, see “Using Balloon Help” later
in this chapter).

About Fields

Information that you work with in e*Index is contained in fields. There are
several different types of fields, and some are automatically populated by
e*Index. The field types are entry, display, and drop-down list. You cannot
change or enter information into display fields. You can type information
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What are Application Windows?

into entry fields and select values from a list in fields with drop-down lists.
Any fields that you are required to enter before proceeding are shaded.

Most of the fields in the e*Index GUI can be configured by the System
Administrator so the windows only display information that is pertinent to
your business. Field descriptions are provided throughout this document,
but the actual fields may vary depending on how your system has been

configured.

You can only look at D |1 00-005-3300
values in display \_/'

fields...

... but, you can select
a value from a drop-
down list ...

Identification

Laszt Mame

ARREM

DOE 0541441360

RAAzoeszs [MOME

=

Demographic: | Miscellaneous | A.ddlessesl Phm

Title
R eligion
Ra

b aiden
tother's Maiden

AGHOSTIC

AMGLICAN
ATHEIST
BaHAl
BAPTIST
BUDHIST

... Or, you can type
into entry fields (if
an entry field is
shaded, it is a
required field).

Field Tips:

B If you press Tab after entering data into certain fields, default values are
automatically populated into other fields. For example, if you type a zip code into
a zip code field and press Tab, the city and state are automatically filled in.

B To quickly enter a value into a field with a drop-down list, click in the field and
then type in the first letter of the option you wish to enter. Continue typing the
letter until the option you want appears, and then press Enter. The correct

option is automatically populated into the field.
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About Drop-Down Lists

Several fields in the e*Index application allow you to select an item from a
drop-down list of options. These fields have a down-arrow button on their
right side. To fill in these fields, you need to click the down-arrow button
and select the appropriate option from the resulting list.

The items contained in the drop-down menus are maintained by your System
Administrator in the e*Index Administrator. If you cannot find the
appropriate option to populate a field, you can request that the option be
added by your System Administrator.

Religion| AGHOSTIC - Click the down
arrow to view a list
f opti
Select an option from the list toJ ANGLICAN or options

populate the field ATHEIST

BAHAI

BAPTIST

BUDHIST
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Getting Help

Overview

e*Index provides several user assistance tools to help you look up
information you may need to help you perform your tasks. The available
user assistance tools include online help, balloon help, microhelp, and online
documentation.

Using Online Help

The online help system provides background information and step-by-step
instructions on performing the necessary functions of e*Index. The help
system is provided in HTML format.

Note: To view online help, Internet Explorer 3.02 or higher is required.

» To view online help

1 On the Main Menu, click Help, and then click Help Contents. The
help window appears with the first page displayed.

Online help commands —p E? e*Index Global Identifier M=l E3
=

L Hide Back  Forward  Print Options
Navigation pane tabbed v
headings Contents | Indes I Eearchl

= [ Introduction

| »

Welcome

@ Aelcome Welcome to e*Index, SeeBeyond's enterprise-
@ About e*lndes wide master person index. e*Index provides
@ Getting Started accurate identification of mermbers throughout
@ Wiewing Member Information your busines; enterprise, and cross—refern_ances
Navigation pane @ Adding and Maintaining Member Profile !'nem.b.er Proﬁles using each member's unique
Glossary of Terms identification nurnber, e*Index also ensures

accurate member data by identifying potential
duplicate records, and providing the ability to
merge duplicate records., In a highly integrated,
complex business arganization, the ability to
uniquely and quickly identify a member record
is essential for efficient cormmunication and Help
effective customer service, window

! n || ©S R
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2 Do any of the following;:

On the Contents tab, expand the topic list until you see the topic you
want to view. Click once on that topic, and the related text
appears in the Help window.

Click the Index tab to view an alphabetized list of subjects from
which you can select.

Click the Search tab to perform a search for a specific word or phrase.

3 Once you display a topic, you can click on the links to view additional
information.

Tips on using the help system:

W Use the Hide/Show button at the upper-left corner of this window to hide or show
the navigation pane.

B The information contained in the online help system is also included in the
documents in the e*Index electronic library (included on your installation CD).
For more information, see "Displaying Online Documentation” later in this
chapter.

Using Balloon Help

You can view a short description of the function that is performed when you
click a specific toolbar button. This description is known as balloon help, and
is available for all of the toolbars on the e*Index windows.

» To view balloon help

B Place the mouse pointer over a toolbar button, and hold it there for a
second or two without clicking the button. A description of the toolbar
button appears below the button you selected.

|0+ & 8 %0068 5
Ea

HE®E

|Audt Trail |y

Balloon help for the Audit
Trail icon
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Using Microhelp

Microhelp is a short description of e*Index fields, and it appears at the
bottom of the e*Index window in the status bar when you place the cursor in
an entry field on an e*Index window.

» To view Microhelp

B C(Click an entry field. A brief description of the field appears on the left
side of the status bar.

Microhelp field description - |II"'IIE"|:E'TE"-I Status

Displaying Online Documentation

SeeBeyond provides online documentation for all e*Index applications in an
electronic library. The documents are in PDF format, and can be viewed
using Adobe® Acrobat Reader®. The e*Index Electronic Library welcome
document describes all the documents provided in electronic format,
provides links to each document, and includes tips on how to use the
electronic library.

» To display the electronic library welcome document
Before you begin:

v" Make sure that you have Acrobat Reader installed on your
workstation

v" Make sure that the e*Index documentation is installed on your
workstation

1 In Windows explorer, navigate to your e*Index home directory, open
the docs directory, and then double-click the file named
Welcome.pdf.

2 Page through the welcome document using the left and right arrows
at the bottom of each page.

» To view online documentation
Before you begin:

v" Open the welcome document from your Windows desktop

1 In the welcome document, scroll to the page that lists the document
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you wish to view.

2 Click on the name of the document. The specified document appears
in the Acrobat Reader window.

Tip: You can return to the welcome document at any time by clicking on the House
icon in the upper left corner of the first page in the document.

Searching Online Documentation

With the Acrobat Reader Search plug-in, you can perform a search for a
specific word or phrase across all e*Index PDF documents, or you can limit
your search to only the currently open document. The e*Index document
index supports the following search options:

B Match Case
Finds words that match the capitalization you specify. For example, if
Match Case is selected and you search for Save, you will find Save, but
not save.

B Sounds Like
Allows for misspellings of proper names. For example, if you search for
grop, you will find group as well as other similar words.

B Word Stemming
Searches for words with common stems. For example, if you specify
manage, all instances of manage, manager, and managed are found.
However, managing is not found.

B Stop Words
The following words are not included in the index: a, an, and, at, but, for,
of, or, the, this, to, you and your. The index does not process searches
that contain these words. Also, numbers are excluded from the index.

Tip: The Sounds Like and Word Stemming options are not available if you select
the Match Case option.

» To search for a word or phrase from a document
1 Open the PDF document.

2 Do one of the following:

To find a word in just the open document, select Find from the Edit
menu.

To find a word in any electronic library document, point to Search on the
Edit menu, and then click Query.
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3

Enter the word or phrase you want to search for, and click Find or
Search. If you searched only the open document, the first instance of
the search criteria appears. If your search included all documents in
the electronic library, a list of all documents containing the search
criteria appears.

Do one of the following:

If you used the Find function, you can press Ctl+G to find the next
instance of the word or phrase within the document.

If you used the Search function, you can view your search word or
phrase in one of the documents listed by double-clicking the
document. The document you selected appears with the first
instance of your search criteria highlighted.

P To search for a word or phrase when a document is not

open

1 Start Acrobat Reader.

2 On the Edit menu, select Search, and then click Indexes.

3 If an index named “e*Index” is not listed, click the Add button, and
find the file named UI_index.pdx. This file is provided in the
directory where the e*Index documentation is installed.

4 Click Open, and then click OK.

5 On the Edit menu, click Search, and then click Query.

6 Enter your search criteria, and then click Search. A list of documents
containing the specified search criteria appears.

7 Double-click on the name of the document you want to view.

Tip: For more information on the Find tool, see “Finding Words” in the Acrobat
Reader online guide (select Reader Online Guide from the Acrobat Reader Help
menu). For more information on the Search plug-in, select Plug-In Help on the

Help menu, and then choose Using Acrobat Search.
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Exiting e*Index

Overview

This section of the chapter provides the instructions you will need to log off
e*Index.

Logging Off e*Index

Before you exit e*Index, you should first close each open window. There are
several methods you can use to log off e*Index.

» To exit e*Index

Before you begin:

v" Make sure all application windows are closed

1 Do one of the following:

To exit using the Main menu, click File, and then click Exit.

| m_+ To exit using a toolbar button, click the Exit tool on the Primary Toolbar.
- To exit using a short-cut key, press Alt+F4.
Exit tool
To exit by closing the e*Index Main window, in the upper right corner of
Close button the window, click the Close button.

2 On the confirmation dialog that appears, click Yes.
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Chapter 3

Viewing Member Information

About this Chapter

Overview

This chapter presents the background information and the step-by-step
instructions you need to find and view member profiles in e*Index.

The following diagram illustrates the contents of each major topic in this

chapter.

About Member
Inquiries

Search for
Members

Work with
Search Results

View Member
Information

e*Index Global Identifier User's Guide

Learn about the different types of searches,
and the information you need to specify

Learn the step-by-step processes of searching
for members

Learn how to sort, select, and view the
profiles that match your search criteria

Learn how to view detailed information about
the profiles that match your search criteria
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Learning About Member Inquiries

Overview

This section of the chapter provides background information about searching
for and viewing member information. Before you can view or update
member information, you need to perform a search for the member. There
are two different search capabilities within e*Index. You can perform a
search against standard demographic information, or you can perform a
search against parsed address components.

What is the Search Window?

The design of the demographic search functionality allows you flexibility in
designing your database queries. You can narrow a search for a specific
individual or a range of individuals using various demographic search fields
located on the Search window. The Search window is divided into three
tabbed pages; you can enter search criteria on the Standard Search page or the
General Search page, and then view your search results on the Results page.
When you select a specific member from the Results page, detailed
information for that person appears on the View/Edit Person window.

What is the Standard Search Page?

The Standard Search page of the Search window allows you to perform
standard searches against the database using pre-defined combinations of
criteria. The member profiles returned by demographic searches on this page
are weighted by how closely they match the search criteria. There are six
different types of search you can perform on this page: UID Search,
Demographic Alphanumeric Search, Demographic Phonetic Search, Social
Security Number Search, System/Local ID Search, and Other IDs Search.

What is the General Search Page?

The General Search page of the Search window allows you to formulate a
search using any combination of data contained in the ui_person table. This
includes most of the data elements provided on the Standard Search window,
and additional elements such as mother's name, father's name, ethnicity,
religion, and so on. You must include at least one indexed field in each
search. For more information about fields you can use for a general search,
see "About General Search Fields" later in this chapter. The member profiles
returned from a general search are not weighted by how closely they match
the search criteria.
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What is the Results Page?

The Results page of the Search window displays all the profiles found in the
database that match the search criteria you entered. The header beneath the
Results tab displays the number of profiles returned on the search. This page
displays information to help you identify the correct member profile, such as
the UID, name, date of birth, address information, and probability of match
for each profile returned from the search. For more information, see
"Working with Search Results" later in this chapter.

What is the Address Search Window?

The address search functionality allows you to perform a search for a specific
address or set of addresses in the e*Index database. You can narrow the
address search using various address search fields located on the Address
Search window. The Address Search window is divided into two tabbed
pages; you can enter address search criteria on the Address Search page and
then view your search results on the Address Results page. When you select a
specific member from the Results page, detailed information for that person
appears on the View /Edit Person window.

What is the Address Search Page?

The Address Search page of the Address Search window allows you to perform
searches against the database using various address components. The values
you enter into the Address1 through Address4 fields are parsed into their
separate components, such as the street name, the street type, street direction,
and house number. These values are then compared against the stored
parsed components of existing address records in the database in order to
find matching records. You can use the remaining address fields to further
narrow your search. If you do not know the house number for the address,
you can omit the number and enter only the street name into the appropriate
address field. This type of search returns the addresses with the specified
street name. For example, if you enter 1234 Maple Street as the search
criteria, e*Index looks for a house number of 1234, a street name of Maple,
and a street type of Street. If you only enter Maple as the street address,
e*Index returns every address with Maple as the street name or with a street
name phonetically similar to Maple. Member profiles returned by address
searches are not assigned a matching weight.

Note: The fields used for address parsing are configurable (in the e*Index
Administrator’s Country Specific Options function). Check with your System
Administrator if you are unsure which fields are used for parsing.
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What is the Address Results Page?

The Address Results page of the Address Search window displays all the
address records in the database that match the search criteria you entered.
This page displays information to help you identify the correct address, such
as the member's complete address, UID, name, date of birth, and social
security number (SSN). For more information, see "Working with Address
Search Results" later in this chapter.

What is the View/Edit Person Window?

When you double-click a profile on the Results page from either the Search
window or the Address Search window, detailed information about the
selected member appears on the View /Edit Person window. This window
displays the selected member's identification and demographic information,
address and telephone numbers, aliases, local ID and system pairs, and so on.
From the View /Edit Person window, you can perform several actions, such
as viewing an audit trail of the member, viewing potential duplicate profiles,
deactivating the profile, updating member information and so on.

What Types of Searches Can | Perform?

There are several different methods of searching for members, depending on
the search criteria you enter. The Standard Search page of the Search
window is organized into different sections that allow you to perform six
different types of searches based on specific categories of criteria. You can
only perform one kind of search at a time, using the fields from only one
search section. You can also perform a general search on the General Search
page and an address search on the Address Search page.

Tip: The names of the search types are configurable (except for address and general
search). This section describes the searches by their default names, and by the default
search criteria. See your System Administrator if you have questions about how
your search windows are configured.

B Standard UID Search
You can perform a UID Search using the field in the UID Search section of
the Search page. Enter the member's UID (unique global identifier)
number to perform an exact match search against the database.

B Standard Demographic Alphanumeric Search
You can perform a Demographic Alphanumeric Search using the fields in
the Demographic Search section. Using a combination of required and
optional fields, you can form a search as precise or general as you prefer.
An alphanumeric search looks for profiles that match the criteria as you
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entered it, without allowing for misspellings or typographic errors.
Name criteria for alphanumeric searches are not sensitive to case or to
diacritical marks.

B Demographic Phonetic Search
The Demographic Phonetic Search function differs from a demographic
alphanumeric search in that it returns phonetic variations of the entered
name, allowing room for misspellings and typographic errors. Name
criteria for phonetic searches are not sensitive to case or to diacritical
marks. You can only perform a phonetic search in the Demographic
Search section of the Search page.

B Social Security Number Search
A Social Security Number Search is used to perform an exact match
search against the database using the member's social security number
(SSN) for search criteria. This type of search is performed in the Social
Security Search section of the Search page.

B System/Local ID Search
A System /Local ID Search consists of two required fields. The System
and the Local ID fields are required to perform a search against the
database. To increase search accuracy, you can only select a system listed
in the drop-down list. The criteria in the Local ID field is case-sensitive.

B Non-unique ID Search
A Non-unique ID Search consists of two required fields. The
identification code and the type of ID are required to perform a search
against the database. To increase search accuracy, you can only select an
ID type listed in the drop-down list for the Other ID Name field.

B General Search
A General Search can consist of as many or few data fields as you want to
use. The more data fields you enter as the search criteria, the more
specific your search will become. A general search performs a database
query against the ui_person table, and does not return matching weights
for the results of the search. Most name and address fields are not
sensitive to case or diacritical marks. You must include at least one
indexed field in each search.

B Address Search
An Address Search can consist of any combination of address fields. You
can perform partial searches on the street address by only entering the
street name. The more data fields you enter as the search criteria, the
more specific your search will become. An address search performs a
database query against the ui_address table, using the parsed street
address field components and the phoneticized street name. Parsed
fields are not sensitive to case or to diacritical marks. An address search
does not return matching weights for the results of the search.
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What are Partial and Exact Match Searches?

Within the available standard search types on the Search window, you can
perform partial or exact match searches. A partial search can only be
performed in the Demographic Search section. With this type of search, you
can type in just the first few letters of a name and the search returns all
profiles with those letters at the beginning of the name. For example, if you
type Wall in the Last Name field, then the search returns profiles with a last
name of Wall, Waller, Wallinsky, and so on. An exact match search performs a
search based on exactly what was typed into the search criteria fields. For
example, UID, SSN, and System and Local ID searches are all exact match
searches, which means they return only profiles that exactly match your
search criteria.

Why do Profiles Appear in Different Colors?

| Deactivate | Merged

Your System Administrator can configure your e*Index system to display
only active profiles or to include deactivated and merged profiles in the
results list on the Results page. If you can view deactivated profiles, they
appear in fuchsia typeface. If you can view merged profiles, they appear in
brown typeface. You can only view deactivated or merged records returned
for an alphanumeric search or a general search. These records do not display
for a phonetic search unless the configurable query has been modified to
allow it.

There is a color legend in the bottom left corner of the Results page to
remind you what the different typeface colors signify.

What are Comments?

Additional information about members appears in the form of comments.
Comments provide information that doesn't appear on the detail windows.
Comments can be one of three types.

B User-Defined
A user-defined comment is a free-text comment that you can associate
with a member profile to add any information you choose about the
member.

B Predefined
Predefined comments allow you to select a comment that has been
previously defined by the System Administrator. A predefined comment
can be selected from a drop-down list of options.

B System-Generated
When you perform certain functions on a member profile, a system-
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generated comment is automatically created for the affected profiles. The
functions that create system-generated comments include Add, Potential
Duplicate Resolve, Merge, and Unmerge.

What is a Merge History?

You can display a history of the merges that have affected a specific member
profile. The merge history appears in tree-view format, similar to Windows
explorer. The top level displays the UID of the current active profile. The
two profiles at the second level show you the UIDs of the profiles that were
merged to form the top-level profile. If there are profiles listed at the third
level, they display the UIDs of the profiles that were merged to form the
profile above them. There may be several levels of profiles displayed in a
member's merge history.

What is the User Audit Log?

The User Audit Log allows you to track and view all instances in which
person information was accessed. An audit log entry is created each time the
ui_person table in the e*Index database is accessed through the e*Index GUL
The audit log keeps a record of each time the ui_person table is accessed,
along with the database function used to access the table, the logon ID of the
user accessing the table, the date and time the table was accessed, and the
UIDs of the member profiles that were accessed. This allows you to closely
monitor access to the person records in the e*Index database. The Audit Log
is only available if the control key UVAUDITLOG is enabled.
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Searching for Member Profiles

Overview

This section provides the step-by-step instructions you need to follow to
perform the various types of searches available in e*Index. The search types
include:

B Standard UID Search

Standard Demographic Alphanumeric Search
Standard Demographic Phonetic Search
Standard Social Security Number Search
Standard System/Local ID Search

Standard Other ID Search

General Search

Address Search

Performing a Standard UID Search

To perform a search for a profile using only a member's UID, you need to
enter the number in the UID Search section of the Standard Search window.

Thi f search should result in onl tchi file.
Use the UID Search 1S type oI searcn snould result 1n only one matching proi1ile

section on the Standard uID
Search page to perform ' uID [100-005-8300
a search using a
member's UID as the
criteria

» To perform a standard UID search
Before you begin:

V" Determine the UID for the person you want to find

1 On the Primary toolbar, click Search. The Search window appears
with the Standard Search page displayed.

Search tool
2 In the UID Search section, enter the person’s UID (for more
information, see "About UID Search Fields" following this procedure).
ﬁ 3 Click Alpha Search, or press Enter to initiate the search. The

View /Edit Person window appears displaying detailed information

Alpha Search tool about the member whose UID you entered.
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About UID Search Fields

The field located in the UID section of the Search page allows you to enter
specific search criteria for a member search.

In this field ... type or select ...

uID The member's unique global identification number,
which is assigned by e*Index.
No default

Performing a Standard Demographic Alphanumeric Search

To perform a standard alphanumeric search in the Demographic Search
section of the Standard Search page, you need to specify identifying
information for the member, such as their first and last names. The only
fields in the demographic search section that are sensitive to case and
diacritical marks are Gender and Person Category. This type of search may

) result in several matching profiles.
Use the Demographic

Search section of the

Demographic
Standard Search page to Last Namef\w/=RREN First Name]ELIZ#BETH MiddeName]
perform a search using a pos|00/00/0000
member's personal Gender[FEMALE ] Mother's Maiden|
information as the 55M[555-44-4555 Maiden|
criteria Persan Categany|CUSTOMER |

» To perform a standard demographic alphanumeric search
Before you begin:
v" Obtain information about the member whose profile you want to find,

such as their first and last names, date of birth, SSN, and so on

1 On the Primary toolbar, click Search. The Search window appears
with the Search page displayed.

Search tool
2 In the Demographic Search section, enter search criteria for the
member you are looking for (for more information, see "About
Demographic Search Fields" following this procedure).
Note: To move from one field to another, press the Tab key.
ﬁ 3 Click Alpha Search, or press Enter to initiate the search. The Results

Alpha Search tool page appears with a list of matching profiles.

About Demographic Search Fields

The demographic search fields, located in the Demographic Search section of
the Standard Search page, allow you to specify search criteria for the member
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you want to find. You should make your search as specific as possible.
There are no defaults for these fields.

In this field ... type or select ...

Last Name The last name of the member you want to find. You
can perform a partial search by entering only the first
few letters of the last name. For example, entering
THO results in matching profiles with the last name
Thompson, Thomsen, Thomas, and so on.

Tip: Your System Administrator can configure a
minimum number of characters for a partial match.
For example, if the partial match value is three and
you enter three or fewer characters, the application
searches for the exact name entered. If you enter
more than three characters, the application searches
for all last names beginning with those characters.
This value is specified by the LNEXCTRSRCH control
key in e*Index Administrator.

First Name The first name of the member you want to find. If
you enter a value in this field, a partial search is
performed based on the characters entered.

Middle Name/MlI The middle name or initial of the member you want
to find.

DOB The date of birth for the member you want to find.

Range The number of years plus or minus the year of the

date of birth that you want to search in the database.
For example, if the value in this field is 10 and you
enter 1957 as the year of birth, then your search
includes the day and month your entered for the
years 1947 through 1967.

Tips:
e The Range field does not appear on the Search
window until you type in a date of birth.

e Your System Administrator configures the default
value for this field, and the field automatically
displays once you enter the DOB. You can change
the value for the current search only.

SSN The social security number of the member.

Mother's Maiden The maiden name of the member's mother.

Gender The gender of the member you want to find.

Maiden The maiden name of the member.

Person Category The type of member profile for which you are
searching, such as customer, employee, patient, and
so on.
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Performing a Standard Demographic Phonetic Search

Use the Demographic
Search section of the
Standard Search page to
perform a search on
phonetic variations of a
member's name

Search tool

Phonetic Search
tool

To perform a demographic phonetic search in the Demographic Search
section of the Standard Search page, you need to specify identifying
information for the member, such as their last and first names. The only
phonetic search fields that are sensitive to case or diacritical marks are Gender
and Mother's Maiden. This search type may return several matching records.

Demographic

Last Name[waRREN First Mame[ELIZABETHI MiddieMame]
DOB|00/00/0000
Gender| x| Mother's Maiden |
SSM[ - - Maiden|
Person Eategory| LI

» To perform a standard demographic phonetic search

Before you begin:

v" Obtain information about the member you want to find, such as their
last and first names, date of birth, and so on

1 On the Primary toolbar, click Search. The Search window appears
with the Search page displayed.

2 In the Demographic Search section of the Search page, enter search
criteria for the member you want to find in one of the allowed
combinations. By default, the combinations are as follows:

- Last Name and Mother's Maiden Name
- First Name and Last Name

- First Name, DOB, and Gender

- Social Security Number

Notes:

B The System Administrator may have modified the phonetic search
criteria so it is different from the above list. If you are unsure of the
required criteria, see your System Administrator.

B For more information about these fields, see " About Demographic Search
Fields” earlier in this chapter.

3 Click Phonetic Search to initiate the search. The Results page
appears with a list of matching profiles.

Performing a Standard Social Security Number Search
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type of search should result in only one matching profile, there may be
several resulting matches.

Use the Social Security Social Security Number

Search section on the ( P A
Standard Search window to
perform a search for a
member by their SSN

» To perform a standard social security number search
Before you begin:

v" Make sure you have the member’s social security number

1 On the Primary toolbar, click Search. The Search window appears
with the Standard Search page displayed.

Search tool
2 In the Social Security Search section, enter the search criteria (for
more information, see "About Social Security Search Fields" later in
this chapter).
& 3 Click Alpha Search or press Enter to initiate the search. The Results

page appears with a list of matching profiles. If there is only one
matching profile found, the Results page is bypassed, and the
View /Edit Person window appears.

Alpha Search tool

About Social Security Search Fields

The fields located in the Social Security Search section of the Standard Search
page allow you to search for a member by their social security number.

In this field ... type ...

SSN The social security number of the member.

No default

Performing a Standard System/Local ID Search

To find a member by entering their local ID assigned by a specific system,
you need to enter their information in the System/Local ID Search section of
the Standard Search page. This type of search should result in only one
matching profile. If the Local ID field contains alphabetic characters, the

criteria is case-sensitive.
Use the System/Local
ID Search section of I
the Standard Searchw System| ROV =] Lacal ID[e9-764512
page to search for a
member by their local
ID in a system

e*Index Global Identifier User's Guide 3-12 SeeBeyond Proprietary and Confidential



Chapter 3: Viewing Member Information Performing a Standard Non-unique ID Search

» To perform a standard system/local ID search
Before you begin:

v" Make sure you know the member's local ID in a specific system

1 On the Primary toolbar, click Search. The Search window appears
with the Standard Search page displayed.

Search tool
2 Enter your search criteria into the System/Local ID Search section (for
more information, see "About System/Local ID Search Fields"
following this procedure).
ﬁ 3 Click Alpha Search or press Enter to initiate the search. The Results

Alpha Search tool page is bypassed, and the View /Edit Person window appears.

About System/Local ID Search Fields

The fields in the System/Local ID section of the Standard Search window
allow you to search for a member by their local ID. There are no defaults for
these fields.

Note: If region-specific security is enabled, you can only search for members
associated with systems within the regions to which you are assigned.

In this field ...  type orselect...

System The computer system, such as a registration system, for
which the member's local ID is known.

Note: This field is required.

Local ID The member's unique identification code at the specified
system.

Note: This field is required. If alphabetic characters are
entered in this field, the search matches the case entered.

Performing a Standard Non-unique ID Search

To find a member based on a non-unique ID assigned to that member within
your organization, you need to enter search criteria into the Other ID section
of the Standard Search window. This type of search may result in more than
one matching profile.

Other 1D
Use the Other ID Search Other 1D Name [ MIDLAND | Other ID[546-5784-545]
section of the Standard

Search page to search
for a member by their
non-unique IDs

e*Index Global Identifier User's Guide 3-13 SeeBeyond Proprietary and Confidential



Chapter 3: Viewing Member Information Performing a General Search

» To perform a standard non-unique ID search
Before you begin:
v" Make sure you know a non-unique ID assigned to the member within

your organization

1 On the Primary toolbar, click Search. The Search window appears
with the Standard Search page displayed.

Search tool
2 Enter your search criteria into the Other ID Search section (for more
information, see "About Non-unique ID Search Fields" following this
procedure).
& 3 Click Alpha Search or press Enter to initiate the search. The Results

page appears with a list of matching profiles. If there is only one
matching profile found, the Results page is bypassed, and the
View /Edit Person window appears.

Alpha Search tool

About Non-unique ID Search Fields

The fields in the System/Local ID section of the Standard Search window
allow you to search for a member by their local ID. There are no defaults for
these fields.

In this field ...  type or select ...

Other ID Name  The type of ID for which the ID number is known.
Note: This field is required.

Other ID The member's identification code of the specified type.
Note: This field is required.

Performing a General Search

To find a member using a combination of search criteria that you choose, use
the General Search page on the Search window. When you perform a search
from this page, you send a SQL select statement to the database. Most
criteria on the General search page are not sensitive to case or diacritical
marks; however, the customizable fields in the lower portion of the window
(String1 through String?2) are always sensitive to case and diacritical marks.
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.Search =] E3
Standard 5 h G I 5 h | Results |

{]]n]
Last Mame [+ ARREN First Mame [ELIZABETH Middle Mame|
U“’: the General Search DB Gender FEMALE SN |

window to perform a Persan Categary
database query using a/ Suffis Marital Status Title
combination Of data Language |EMGLISH Ethnic Group Fieligion
Ritcoess Weteran Status Race

elements
Maiden | Father's Name| Spouse's Mame |
hother's b aiden {0 CE| Meother's Name|
String 1 Stiing & Date 1
Stiing 2 String ¥ Date 2
Stiing 3 Sting 8 Diate 3
String 4 String 9 Date 4
String 5 String 10 Date 5
St Trail | Fat. Bup Lilpha Fhonetic | General Bt Clear LCloge

» To perform a general search
Before you begin:
v" Obtain information about the member whose profile you want to

retrieve

1 On the Primary toolbar, click Search. The Search window appears
with the Standard Search page displayed.

Search tool

2 On the Standard Search window, select the General Search tab. The
General Search page appears.

3 On the General Search page, fill in the criteria you want to use for
your search (for more information about the fields available for the
search, see "About General Search Fields" following this procedure).
You can use wildcard characters ("?" and "*") in any field except the
date fields.

Note to System Administrators: Each General Search must include at
least one indexed field. These fields include UID, last name, SSN, and
Driver License. To allow greater flexibility in this type of search, you can
add new indexes if needed.

ﬁ | 4  On the Search toolbar, click General Search. The Results page

appears with a list of the profiles that match your search criteria.
General Search tool
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About General Search Fields

The fields on the General Search page of the of the Search window allow you
to search for a member by the search criteria of your choice. There are no
defaults for these fields. You can use wildcard characters ("?" and "*") in all
but the date fields.

In this field ...  type or select ...

uID The UID of the person whose profile you want to
retrieve. By default, this is an indexed field.

Last Name The last name of the person whose profile you want to
retrieve. By default, this is an indexed field.

First Name The first name of the person whose profile you want to
retrieve.

Middle Name/MI  The middle name or initial of the person whose profile
you want to retrieve.

DOB The date of birth of the person whose profile you want to
retrieve.

Gender The gender of the person whose profile you want to
retrieve.

SSN The social security number of the person whose profile

you want to retrieve. By default, this is an indexed field.

Person Category The type of member profile for which you are searching,
such as customer, employee, patient, and so on.

Suffix The suffix to the name of the person whose profile you
want to retrieve.

Marital Status The marital status of the person whose profile you want
to retrieve, such as Married, Single, and so on.

Title The title of the person whose profile you want to
retrieve.

Language The language spoken by the person whose profile you
want to retrieve.

Ethnic Group The ethnicity of the person whose profile you want to
retrieve.

Religion The religion or religious denomination of the person
whose profile you want to retrieve.

R/Access An indicator that specifies the VIP status of the person
whose profile you want to retrieve.

Veteran Status An indicator that specifies whether the person whose
profile you want to retrieve is a war veteran.

Race The racial background of the person whose profile you
want to retrieve.

Maiden The maiden name of the person whose profile you want
to retrieve.
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In this field ...  type orselect...

Father's Name The first name of the father of the person whose profile
you want to retrieve.

Spouse's Name  The first name of the spouse of the person whose profile
you want to retrieve.

Mother's Maiden The maiden name of the mother of the person whose
profile you want to retrieve.

Mother's Name  The first name of the mother of the person whose profile
you want to retrieve.

String 1-10 These fields may have been configured by the System
Administrator. Please see your System Administrator for
more information.

Date 1-5 These fields may have been configured by the System
Administrator. Please see your System Administrator for
more information.

Performing an Address Search

To search for a member profile using parsed address components, you need
to use the Address Search window instead of the regular search window.
The Address Search window consists of parsed fields and filter fields. Parsed
tields are separated into their various components and then standardized
before the search is carried out. Parsed fields may include Addressl,
Address2, Address3, and Address4 (depending on how the system
administrator has configured the address search). The text you enter into
filter fields is the precise text on which the search is performed. Any
Address# fields that are not specified to be parsed can be used as filter fields.
You can search on any combination of address data.

.Address Search =] E3
Address Search | Results |

Address Search
Use the Address Search fess 3earc

window to perform a dess Type[HOME
database query using a Addressl |SHDF|ELINE AddressSl
Address2|UNIT Address4|

combination of -
; City[SHEFFIELD 1
address fields '-"'I ounyl

Statel Zipl I Countryl

Search Clear LCloze
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» To perform an address search

=

Address Search tool

£

Address Search tool

Before you begin:

v" Obtain address information for the member profile you want to view

On the Primary toolbar, click Address Search. The Address Search
window appears with the Address Search page displayed.

On the Address Search page, enter the search criteria (for more
information, see "About Address Search Fields" following this
procedure).

On the Primary toolbar, click Address Search. Any matching records
appear on the Results page (for more information, see "Working with
Address Search Results" later in this chapter).

Address Search Tips:

B To include as many matches as possible, you can enter just the street

name in a street address field and then narrow down the search by
entering information into the filter fields (such as Address Type, City,
State, and so on). This returns all address with the specified street name
that meet the filter criteria you entered.

By default, the parsed fields include Address1 and Address2, however
the system administrator can specify that any of the Address# fields be
parsed). The parsed fields are optimized for searching. The filter fields,
which simply help to narrow down the search, include Address Type,
City, County, State, Zip, Country, and optionally Address3 and
Address4. These fields are not optimized for searching. We recommend
that you include at least one optimized field in each search.

About Address Search Fields
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The fields on the Address Search page of the of the Address Search window
allow you to search for a member by parsed address information. There are
no defaults for these fields. Your system administrator determines which of
the Address1 through Address4 fields are parsed. Any of these fields that are
not parsed are simply used as filter fields.

In this field ... type or select ...

Address Type The type of member address you want to retrieve, such

as home, work, billing, and so on.

Address1 through  The street address information for the address you
Address4 want to retrieve. This can include house number,

street name, street type, street direction, location
information, unit or suite number, and so on. These
fields are not case-sensitive.

Performing an Address Search
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In this field ... type or select ...

City The city in which the street address is located.
County The county in which the street address is located.
State The state in which the street address is located.

Zip The zip code and zip code extension associated with

the address.

Country The country in which the address is located.
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Working with Search Results

Overview

This section of the chapter describes the Search Results window, and how to
sort and select the profiles that match your demographic search. It also
describes the Address Search Results window.

Note: If region-specific security is enabled, your search results will only include
those profiles that are associated with systems within the regions to which you are
assigned.

Sorting the Results of Your Search

The matching profiles that result from a member search appear in table
format on the Results page. You can sort the results of a demographic search
by any column.

The number of Blsearch H= B
profiles found is Standard Search | General Search Results |
shown here B Records Retumed
LD Lazt Mame Firzt Mame Middle Mame DOB Gender 55K Person Categor
[00-000-0007 WARREN J 12121960 |FEMALES55-44-5555
. 100-000-0002 ARTON Iy ANNE 12/10/1955 [FEMALEIRGG-77-7888  |[EMPLOYEE A0
Click on a column 100-000-0003 ARDEN Y 12/05/1955 |FEMALE|3S8-77-6385 A7
heading to sort the 100-000-0006 ARREN MEIL 12121960 [MALE | - - AL
profiles by that 100-000-0000 ARREN ELIZABETH UNE 05141960 |FEMALEISS5-44-4555 AT
column

For a demographic
search, the search
criteria appear here

«| | i

Audit Trail | Pot. Dup Ailpha Fharetic || General Frint [Elear | Lloze |

Last Hame=WAR, First Hame=, Ml=, DOB Mother's Mai: Hame=, SEX=, SSH= ;Maiden Hame=
B|Deactivated W Merged

P To sort the profiles on the Results page
Before you begin:

v" Obtain information about the member profiles you want to view

1 Perform a demographic search for the member whose profile you
want to access.
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Sorting the Results of Your Search

2 In the results list that appears on the Results page, click on the
column heading of the column by which you want to sort the results
(for more information, see "About Results Fields" following this

procedure).

About Results Fields

The fields located on the Results page display information to help you to
identify the appropriate member.

This field ...

displays this information ...

uiD

Last Name and First
Name

Middle Name/MlI

DOB

Gender
SSN

Person Category

Status
Weight

e*Index Global Identifier User's Guide

The unique global identification number assigned to
the member by e*Index.

The last and first names of the member.
The middle name or initial of the member.
The date the member was born.

The gender of the member.
The member's social security number.

The person category assigned to the member
profile.

The status of the member profile.

The matching probability weight that indicates how
closely each profile matches the criteria you
entered.

Note: This field only displays for the results of a
demographic search.
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Reviewing the Search Criteria

The search criteria that you entered for a demographic search appear at the
bottom of the results window. You can view a larger image of the search

v - criteria by double-clicking the row of search criteria at the bottom of the
our search criteria

appear at the Results page.
bottom of the
Results page A Last Hame-WAR, First Hame=E, MI-, DOB MM==>DD==>Y Y=, Mother's Maiden Hame=, SEX-F, 55H- - - Maiden Hame-

MlDeactivate M Merged

P To review the search criteria
Before you begin:

v" Obtain information about the member profiles you want to view

1 Perform a demographic search for the member whose profile you
want to access.

2 Double-click the search criteria that appear at the bottom of the
Results page. The User Specified Search Criteria dialog appears, and
displays the criteria you entered for the search.

5 |User specified Search Criteria E |

Last Name=WAR =
Display the search First Name=E
criteria on the User
Specified Search M=

C”te”avfiﬁzg‘ﬁ DOB =00/00/0000
Mother's Maiden Name=
SEX=F |

Canicel |

3 When you have finished viewing the search criteria, click Cancel.
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Selecting a Member From the Results List

In order to view detailed information about a member profile that matches
your search criteria, you need to select the profile from the results list on the
Results page. If you select a profile in error, you can return to the results list
by closing the detail window.

.Search =] B3
Standard Search | G | Search Results |
5 Records R etumed
{H]]e] Last Mame First Name Middle Mame OB Gender SSH Perzon Categor
100-000-0001 WARREM J 2/12/1960 |FEMALE555-44-5555
100-000-0002 SRTOM I WHNE 12/10/1955 |FEMALE/SEE-77-7858 EMPLOYEE 0
Double-click on a 100-000-0003 ARDEM A 12/05/1955 |FEMALE/SRE-77-3882 a0
100-000-0006 '‘SRREM MEIL 12/12/1960 |MaLE - - 0
member to aCFeSS 100-000-0000 '‘ARREM ELIZABETH UNE 05/14/1960 |FEMALE/SE5-44-4555 a0
detailed
information
«| | i
Audit Trail | Pot. Dup Ailpha Fharetic || General Frint [Elear | Lloze |
Last Hame=WAR, First Hame=, Ml=, DOB Mother's Mai: Hame=, SEX=, SSH= ;Maiden Hame=
W Ceactivated W Merged

P To select a profile from the Results list
Before you begin:

v" Obtain information about the member profile you want to access
1 Perform a search for the member whose profile you want to access.

2 In the results list that appears on the Results page, double-click the
name of the member whose detailed information you want to view,
or highlight the row and press Enter. The View/Edit Person window
appears (for more information, see "Viewing Member Profiles" later in
this chapter).

Working with Address Search Results

Address search results display two types of information. The upper portion
of the window lists all the matching address records retrieved from the
search. The lower portion of the window displays additional information
about the member associated with each address so you can determine the
best match to your search.
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.Address Search = B
Address Search Results |

Addrezzl Addrezz? Addresz3
sHORELINE
SHORELIME 5T,
The results of an ORK 3247 SHORELIME DRIVE
Address Search HOME 3248 SHORELIME DRIVE
appear on the FOME 4576 SHORELINE DRIVE ONIT 5
Address Search 4 1 0
Results page
uio |1 00-000-0004 StatusEETIVE
Last NameIWAF!TDN First NameIEMILY tiddle Mame
DOB[12/18/1543 Gender[FEMALE SSM 222111222
Aliases Local IDs
Last Mame First Hame Middle Name S pstem Local Identifier Statuz
SaMDERS EMILY SHEFFIELD CEMTER 427-420-9874 ACTIVE

Search [Clear Lloze

P To select a profile from the Results list
Before you begin:
v" Obtain information about the member profile you want to access

1 Perform an address search as described under "Performing an
Address Search" earlier in this chapter.

2 Select an address record in the upper portion of the window to view
information about the member with which the address is associated
(for more information, see "About Address Search Results Fields" and
"About Address Search Results ID Fields" following this procedure).

3 To view detailed information about the member profile associated
with an address in the results list, double click the row containing the
address.

About Address Search Results Fields

The fields that appear in the upper portion of the Address Search Results
window display information about the address records retrieved from an
address search.

This field ... Displays this information ...

Address Type The type of address displayed, such as home, work,
billing, and so on.

Address 1 through  The street address information of the address. This can

Address 4 include house number, street name, street type, street
direction, location information, unit number, and so
on.
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This field ...

Working with Address Search Results

Displays this information ...

City
State
Zip

County
Country

The city in which the street address is located.
The state in which the street address is located.

The zip code and zip code extension associated with
the address.

The county in which the street address is located.

The country in which the address is located.

About Address Search Results ID Fields

The fields in the lower portion of the Address Search Results page display
identifying information for the member profile associated with each address
in the results list. The information in the lower portion of the window
corresponds to the highlighted record in the upper portion of the window.

This field ...

displays this information ...

uiD

Status

Last Name

First Name

Middle Name

DOB

Gender

SSN

Aliases
Last Name
First Name
Middle Name
Local IDs
System

Local Identifier

Status

e*Index Global Identifier User's Guide

The unique global identification number assigned to
the member associated with the selected address.

The current status of the member associated with the
selected address.

The last name of the member associated with the
selected address.

The first name of the member associated with the
selected address.

The middle name or initial of the member associated
with the selected address.

The date of birth of the member associated with the
selected address.

The gender of the member associated with the selected
address.

The social security number of the member associated
with the selected address.

The last name of the member's alias.
The first name of the member's alias.

The middle name or initial of the member's alias.

The systems with which the member is associated.

The local IDs assigned to the member by the listed
systems.

The current status of the displayed local ID and system
pairs.
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Viewing Member Profiles

Overview

This section provides the instructions you need to view information
associated with a member profile. The following procedures are included in
this section. If region-specific security is enabled, you can only view
information for members associated with a system within the regions to
which you are assigned. If you are using the French character-set, characters
may appear with diacritical marks.

Viewing a Member's Demographic Information

Viewing a Member's Customized Information

Viewing a Member's Addresses

Viewing a Member's Telephone Numbers

Viewing a Member's Aliases

Viewing a Member's Local IDs

Viewing a Member's Non-unique IDs

Viewing Comments Associated With a Member

Viewing a Member's Summary Information

Viewing a Member's Merge History

Viewing a Member Profile from a Merge History List

Viewing the User Audit Log

Important! The System Administrator can customize the appearance of the e*Index
GUIs. The information included in the following topics describes the field names and
tab names as they appear in the default version of e*Index. The appearance of your
e*Index GUI may differ from the following descriptions.

Viewing a Member's Demographic Information

Member information appears on the View /Edit Person window in a series of
tabbed pages. The same header section appears above each tabbed page, and
displays identification information about the member you are viewing. To
view a member's demographic information, you need to display the
Demographic page.
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.View,.-"Edil: Person [_ (O] x|
Identificati Yiew I

UI0 {100-000-0003 Status|CTIVE Update Date|12.-’1 772001 085743 User D [GSMYTHE
Last Mame fwaARREM First Mame [ELIZABETH Middle NamepUNE
) . DOE |05/14/1360 Gender |[FEMALE SSH |555-44-4555
View demographlc Rdccesz|MOME Perzon Category |PERSOMN
information about -
D grap Miscell Addi | Phones | Aliases | Local IDs | Other IDs | Comments |
a member on the
Demographic tab Title S Marital Status[MARRIED
Of the VIeW/Edlt Fieligion |4 GMOSTIC Language |EMGLISH Ethnic Group JAkE RICAN
. Race|JTHER ‘eteran StatusMONE
Person window
MaidenfJOHNSON Father's Name MaRK. Spouse's Name|DAVID
Mother's MaidenIEENTDN Mother's NameIDAHEY
g Hist I Edit Save Audit Tral | Pat. Dup Previous Mext Pritit Deactivate LCloze

» To view a member's demographic information
Before you begin:

v" Obtain information about the member such as their name, SSN, or
UID

v" Display the Search window

1 Perform a search for the member whose information you want to
view (for more information, see "Searching for Member Profiles"
earlier in this chapter).

2 On the Results page, double-click the member profile you want to
view, or highlight the profile and press Enter. The View /Edit Person
window appears.

For more information about the identification fields in the upper portion of
the window, see "About Identification Fields" following this
procedure.

For more information about the demographic fields in the lower portion of
the window, see "About Demographic Fields" following this
procedure.

3 Do any of the following;:

To view additional information about the member, use the scrollbar on
the right side of the window.
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iz

Mrg Hist

Edit tool

&

tool

Audit Trail tool

ﬂ,‘l

Potential Duplicate

tool

B9

Deactivate tool

=N

Next tool

¢

Previous

[!_1-

tool

Close button
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Viewing a Member's Demographic Information

To view the merge history of the displayed profile, click Mrg Hist on the
View /Edit Person toolbar (for more information, see "Viewing a
Member's Merge History" later in this chapter).

Note: If this tool is not available, the member does not have a merge
history.

To modify member information, click Edit on the View /Edit Person
toolbar, and then follow the appropriate procedure under
"Maintaining Member Information" in Chapter 4 of this guide.

To view a history of transactions for the displayed profile, click Audit Trail
on the View /Edit Person toolbar (for more information, see
"Viewing an Audit Trail" in Chapter 4 of this guide).

To view potential duplicates of the displayed profile, click Pot Dup on the
View /Edit Person toolbar. The Potential Duplicate Detail
window appears (for more information, see "Finding Potential
Duplicates" in Chapter 4 of this guide).

Note: If the Potential Duplicate tool is not available, then the displayed
record has no potential duplicates.

To mark the displayed profile as inactive, click Deactivate on the
View /Edit Person toolbar, and then follow the directions under
"Deactivating a Member Profile" in Chapter 4 of this guide).

To view detailed information for the following member in the Results list,
click Next on the View /Edit Person toolbar.

To view detailed information for the preceding member in the Results list,
click Previous on the View/Edit Person toolbar.

To exit the View/Edit Person window, click Close on the View /Edit
Person toolbar.

About Identification Fields

The fields located in the upper portion of the View /Edit Person window
allow you to view identification information about a member.

Note: Many fields on the View/Edit Person window are configurable, and may have
been modified or hidden by the System Administrator. For more information about
fields on your window that differ from those listed below, see the System
Administrator. The field descriptions below describe only the default fields that are
visible when e*Index is first installed.
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This field ...

Viewing a Member's Demographic Information

displays this information ...

uID

Status
Update Date
User ID

Last Name
First Name
Middle Name
DOB

Gender

SSN

R/Access

Person Category

The member’s unique global identification number
assigned by e*Index.

The current status of the member, such as active or
not active.

The date and time the member profile was created or
was last updated.

The user logon ID of the user who created or last
updated the member profile.

The member's last name.

The member's first name

The middle name or initial of the member.

The month, day, and year that the member was born.
The gender of the member.

The member's social security number.

An indicator that specifies the VIP status of the
member.

Note: Depending on the value in this field, you may
not be able to view certain fields on this window. For
example, if the value in this field is either Employee or
VIP and you do not have the access privilege to view
VIP information, then the following fields will only
display asterisks: SSN, all address and telephone fields,
and Mother's Maiden. The value in this field flashes in
red text to alert you to either Employee or VIP status.

The type of member whose profile appears, such as
employee, patient, customer, vendor, and so on.

About Demographic Fields

The fields located on the Demographic page allow you to view detailed
demographic information about a member.

Note: The fields on the Demographic page are configurable, and may have been

modified or hidden by the System Administrator. For more information about fields

on your Demographic page that differ from those listed below, see the System
Administrator. The field descriptions below describe only the default fields that are
visible when e*Index is first installed.

This field ...

displays this information ...

Title

Suffix

e*Index Global Identifier User's Guide

The member's title, such as Ph.D., Medical Doctor, or
Reverend.

The suffix to the member's name, such as Ill, Sr., or
DDS.
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This field ...

Viewing a Member's Customized Information

displays this information ...

Marital Status
Religion
Language
Ethnic Group
Race

Veteran Status

Maiden
Father

Spouse
Mother's Maiden
Mother

The member's marital status, such as married, single,
divorced, or widowed.

The name of the member's religion or denomination,
such as Agnostic, Catholic, Buddhist, and so on.

The member's first language.

The ethnic or cultural background of the member,
such as European, French Canadian, Haitian, or
African American.

The racial background of the member, such as Asian,
White, or Hispanic.

An indicator that specifies whether the member is a
war veteran.

The maiden name of the displayed member.
The first name of the member's father.

The first name of the member's spouse.

The maiden name of the member's mother.

The first name of the member's mother.

Viewing a Member's Customized Information

View customized
information about a
member on the
Miscellaneous page of
the View/Edit Person
window

On the Miscellaneous page of the View /Edit Person window, you can view
types of member information specified by the System Administrator. For
more information about the type of data stored on this page, see your System
Administrator. To view this information, you need to perform a search for
the member whose information you want to view.

D graphic:

| Phones I Aliases | Local IDs | Other IDs | Comments |

String 1 {'wWARRENEHERE.ORG

String 4[EETTY MARKS Date 1[12/01 /1957
Date 2[121571997 |
Sting 2[2346-23439 String 5f7ES R TR
Stiing 3[FRIEN SHATFIELD Stiing & [EA5T iy 0/00-0000
Date 5007000000
String 7
String 8
String 9

String 10{CALLED “/ITH SUPPORT ISSUE ON 05/14/2001. PROBLEM WITH ACCESSING ACCOUNT wWAS RESOLVED ON 06/12/1339.

Before you begin:

» To view a member's customized information

V" Perform a search for the member whose information you want to
view, and select the appropriate member from the results list

e*Index Global Identifier User's Guide
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1 On the View/Edit Person window, select the Miscellaneous tab. The

Viewing a Member's Customized Information

Miscellaneous page appears.

2 On the Miscellaneous page, view the customized information about
the displayed member.

Notes:

B You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member

information, and so on (for more information see step 3 under Viewing a

Member’s Demographic Information” earlier in this chapter.

B Your System Administrator may have customized the fields on this
window. The following example provides a sample of how these fields
can be customized.

D

add

| thnesl Aliases | Local IDs | Other IDs | Comments

E-mail

The fields on the
Miscellaneous page of Aceaunt No.
the View/Edit Person Aecaunt Rep
Window may have
been customized for
your organization

Motes

wWARRENGEHERE.ORG

FReferal

234823438

M atify

BRIAM SHATFIELD

Region

BETTY MARKS

ES

EAST

Aclivation
First Order
Mozt Recent

12/01/1997

12/15/1337
03/ /2007

CALLED WwITH SUPPORT ISSUE OM 05/14/2001. PROBLEM “WwITH ACCESSING ACCOUNT ‘waS RESOLVED OW 06/12/1933.

J:!_+ 3 When you are finished viewing customized information about the

Close tool

About Customized Fields

The fields located on the Miscellaneous page are designed to allow your

organization to store and track customized information about the members in
the database. These fields are configurable, and may have been modified or
hidden by the System Administrator. For more information about fields on
the Miscellaneous page, see the System Administrator. The field descriptions
below describe only the default fields that are visible when e*Index is first

installed.

This field

displays this information ...

displayed member, click Close on the View /Edit Person toolbar, or
select another tab on the View /Edit Person window to view
additional information about the member.

String 1-10

These fields may have been customized to suit your
company's specific requirements. For more
information about these fields, see the System
Administrator.

e*Index Global Identifier User's Guide
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This field ... displays this information ...

Note: Strings 1 through 6 can hold up to 40 bytes;
strings 7 through 9 can hold up to 100 bytes; and string
10 can hold up to 255 bytes.

Date 1-5 You can only use these fields for dates. They may
have been customized to suit your company's specific
requirements. For more information about these
fields, see the System Administrator.

Viewing a Member's Addresses

To view the addresses associated with a member profile, you need to perform
a search for the member whose addresses you want to view.

Demographics I Miscellaneous | Phones I Aliases | Local IDs | Other IDs | Comments |

Address Type Address Address? Addressd

View address

inf tion for th HORELINE DRIVE
inrormation ror the ORK. 23478 BELMOUTH DRIVE
displayed member |
) | | [
profile on the Addresses
. . Address Type [HOME
page of the Vlew/ Edit Addiess1[2434 SHORELINE DRIVE Address
Person window Address2 Addressd
Cit[CAPE BURR County[CAPE BURR
State[CT Zipjosers - Country[ONITED STATES
bdd |  Delee |

» To view a member's addresses
Before you begin:

V" Perform a search for the member whose information you want to
view, and select the appropriate member from the results list

1 On the View/Edit Person window, select the Addresses tab. The
Addresses page appears.

2 Each address with which the member is associated appears in the
upper portion of the page, and detailed address information for the
highlighted address appears in the lower portion of the page (for
more information, see "About Address Fields" following this
procedure).

3 To view detailed information about a different address, click the
desired address in the addresses list in the upper portion of the page.

Note: You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member
information, and so on (for more information see step 3 under "Viewing a
Member’s Demographic Information” earlier in this chapter.
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m_q- | 4 When you are finished viewing address information for the displayed
Close 100l member, click Close on the View /Edit Person toolbar, or select

another tab on the View /Edit Person window to view additional
information about the member.

About Address Fields

The fields located on the Addresses page of the View/Edit Person window
allow you to view detailed address information for the displayed member
profile.

Note: The fields on the Addresses page are configurable, and may have been
modified or hidden by the System Administrator. For more information about fields
on your Addresses page that differ from those listed below, see the System
Administrator. The field descriptions below describe only the default fields that are
visible when e*Index is first installed.

This field ... displays this information ...

Address Type The type of address displayed, such as home, work,
billing, and so on.

Address 1 through Up to four lines of the member's home address.
Address 4

City, State, and Zip ~ The city, state, and zip code of the member’s address,
including the 4-digit zip extension.

County The county in which the member resides.

Country The country in which the member resides.

Viewing a Member's Telephone Numbers

To view the telephone numbers associated with a member profile, you need
to perform a search for the member whose telephone numbers you want to
view.

Demographics I Mizcellaneous | Addresses Aliazes | Local IDs | Other IDs | Comments |

Ext

View a member's PR T
telephone numbers/ ESS -.
on the Phone page Qb E

of the View/Edit
Person window
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L4

Close tool

» To view a member's telephone numbers

Before you begin:

V" Perform a search for the member whose information you want to
view, and select the appropriate member from the results list

1 On the View/Edit Person window, select the Phones tab. The Phones

page appears.

Each telephone number with which the member is associated appears
on the page (for more information, see "About Telephone Fields"
following this procedure).

Note: You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member
information, and so on (for more information see step 3 under "Viewing a
Member’s Demographic Information” earlier in this chapter.

When you are finished viewing telephone information for the
displayed member, click Close on the View /Edit Person toolbar, or
select another tab on the View /Edit Person window to view
additional information about the member.

About Telephone Fields

The fields located on the Phones page of the View /Edit Person window
allow you to view detailed telephone information for the displayed member
profile.

Note: The fields on the Phones page are configurable, and may have been modified or
hidden by the System Administrator. For more information about fields on your
Phones page that differ from those listed below, see the System Administrator. The
field descriptions below describe only the default fields that are visible when e*Index
is first installed.

This field ... displays this information ...

Phone Type The type of telephone number you are viewing, such
as Home, Work, Cellular, and so on.

Phone The telephone number for the specified Phone Type.

Ext The extension to the telephone number, if any.
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Viewing a Member's Aliases

To view the various alias names that the displayed member may use, you
need to perform a search for the member whose aliases you want to view.

Demographics I Mizcellaneous | Addresses | Phones Local IDs | Other 1Dz | Comments |

View a member's Lazt M ame First Mame Middle M ame
alias names on the OHNSON ELIZABETH UNE

H OHMSOM LIZ
Aliases page of the__/ Y

View/Edit Person
window

» To view a member's aliases
Before you begin:
v" Perform a search for the member whose information you want to

view, and select the appropriate member from the results list

1 On the View/Edit Person window, select the Aliases tab. The Aliases
page appears.

2 Each alias used by the displayed member appears on the page (for
more information, see "About Alias Fields" following this procedure).

Note: You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member
information, and so on (for more information see step 3 under "Viewing a
Member’s Demographic Information” earlier in this chapter.

J:!_«i- | 3 When you are finished viewing alias information for the displayed
Close ool member, click Close on the View /Edit Person toolbar, or select

another tab on the View /Edit Person window to view additional
information about the member.
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About Alias Fields

The fields located on the Aliases page of the View /Edit Person window
allow you to view a member's aliases. These names may include nicknames,
middle names, or any other names that were previously used by the member.

Note: The fields on the Aliases page are configurable, and may have been modified or
hidden by the System Administrator. For more information about fields on your
Aliases page that differ from those listed below, see the System Administrator. The
field descriptions below describe only the default fields that are visible when e*Index
is first installed.

This field ... displays this information ...

Last Name The last name of the member's alias name.
First Name The first name of the member's alias name.
Middle Name The middle name of the member's alias name.

Viewing a Member's Local IDs

To view the local IDs assigned to a member by the systems at which they
were registered, you first need to perform a search for the member profile.

graphi | Mizcell | Addresses | Phones I Aliazes | Other IDs I Comments |

S_l,lste_m Laocal |dentifier Sha_tus |
View a member's ATFIELD -- CTIVE
. . SHEFFIELD CEMTER CTIVE
Local ID information .

CAPE BURR CENTER

on the Local IDs
page of the
View/Edit Person
window

P To view a member's local IDs
Before you begin:
V" Perform a search for the member whose information you want to

view, and select the appropriate member from the results list

1 On the View/Edit Person window, select the Local IDs tab. The
Local IDs page appears.

2 Alllocal IDs, both active and inactive, assigned to the displayed

member appear on the page (for more information, see "About Local
ID Fields" following this procedure).
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Note: You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member
information, and so on (for more information see step 3 under "Viewing a
Member’s Demographic Information” earlier in this chapter.

3 To view the original UID associated with a specific local ID, right-
click on the row containing that local ID. The Original UID pop-up
window appears. This is useful when viewing a member profile that
has been merged.

Original UID

The Original UID pop-
up window displays the
2 fsociated— | UID[TO0-000:0072

UID originally associated
with the local ID

J:!_+ | 4 When you are finished viewing local ID information for the displayed
Close tool member, click Close on the View /Edit Person toolbar, or select

another tab on the View /Edit Person window to view additional
information about the member.

About Local ID Fields

The fields located on the Local IDs page of the View /Edit Person window
allow you to view a member's local IDs within the various systems in your
organization. If you have associated counties with the systems in e*Index,
then local ID and system pairs are listed in alphabetic order by county name.

Note: The fields on the Local IDs page are configurable, and may have been modified
or hidden by the System Administrator. For more information about fields on your
Local IDs page that differ from those listed below, see the System Administrator. The
field descriptions below describe only the default fields that are visible when e*Index
is first installed.

This field ... displays this information ...

System The computer system, such as a registration system, in
which the local ID was assigned.

Local Identifier The local ID assigned to the member by the
corresponding system.

Note: If the local ID appears in fuchsia, the ID is
deactivated; if it appears in brown, it has been merged.

Status The status of the local ID, indicating whether the local
ID is currently active or inactive.
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Viewing a Member's Non-unique IDs

The system and ID pairs displayed on the Local IDs page are unique to each
member. To view a member's non-unique IDs, you need to display the Other
IDs page.

Demographics | Miscellaneous | Addresses | Phones | Aliazes | Local IDs | Comments I

View a member's Dther ID Mame D
. MIDLAND &04-357-6F
non-unique IDs on /

SUMMARY ACCT A0 -204-8209

the Other IDs page
of the View/Edit
Person window

» To view a member's non-unique IDs
Before you begin:

V" Perform a search for the member whose information you want to
view, and select the appropriate member from the results list

1 On the View/Edit Person window, select the Other IDs tab. The
Other IDs page appears.

2 All non-unique IDs assigned to the displayed member appear on the
page (for more information, see "About Other ID Fields" following
this procedure).

Note: You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member
information, and so on (for more information see step 3 under "Viewing a
Member’s Demographic Information” earlier in this chapter.

m_i- | 3 When you are finished viewing other ID information for the
Close tool displayed member, click Close on the View /Edit Person toolbar, or

select another tab on the View /Edit Person window to view
additional information about the member.

e*Index Global Identifier User's Guide 3-38 SeeBeyond Proprietary and Confidential



Chapter 3: Viewing Member Information Viewing Comments Associated with a Member

About Other ID Fields

The fields located on the Other IDs page of the View /Edit Person window
allow you to view a member's non-unique IDs assigned within your
organization.

Note: The fields on the Other IDs page are configurable, and may have been
modified or hidden by the System Administrator. For more information about fields
on your Other IDs page that differ from those listed below, see the System
Administrator. The field descriptions below describe only the default fields that are
visible when e*Index is first installed.

This field ... displays this information ...

Other ID Name The name of the ID type for which the non-unique ID
was assigned.

ID The identification code assigned to the member that
corresponds with the specified ID Name.

Viewing Comments Associated with a Member

When you add, merge, unmerge, or resolve member profiles, comments are
automatically associated with those profiles. Users can also add their own
comments to a profile. To view any comments associated with a member
profile, you first need to perform a search for the member profile.

Demographics | Mizcellaneous | Addreszes | Phones | Aliazes | Local IDs I Other 1Dz

View comments
associated with a
member on the
Comments page of the
View/Edit Person
window

(ME]

04/14/2001 23:18:24 |This record appears to be a duplicate of 100-000-0002. Forwarded to central

» To view comments associated with a member
Before you begin:

v" Perform a search for the member whose information you want to
view, and select the appropriate member from the results list

1 On the View/Edit Person window, click the Comments tab. The
Comments page appears.
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2 View the comments associated with the member (for more
information, see "About Comments Fields" following this procedure).

3 If the entire contents of a comment are not visible on the Comments
window, use the scrollbar to the right of the comment to scroll
through the contents of the comment.

Use the scrollbar
to the right of a

Type DatefTime Caomment C(?mment to.
=vS [11/10M1999 12:66:40  JUI Record 1000000031 was added by Ul staff with /V'ew the entire

Comments

userid Ul contents of a
SYS 111541999 14:47:08 Ul record 1000000033 has been merged with Ul comment
record 100000003

5SS (11151999 14:48:01 been and it been determined

10000 -d 100 are not the

Note: You can perform several actions against the displayed member profile,
such as viewing an audit trail or merge history, modifying member
information, and so on (for more information see step 3 under "Viewing a
Member’s Demographic Information” earlier in this chapter.

J:!_+ | 4 When you are finished viewing comments for the displayed member,
Close tool click Close on the View /Edit Person toolbar, or select another tab on

the View /Edit Person window to view additional information about
the member.

About Comments Fields

The fields located on the Comments window allow you to view any
comments associated with the displayed member.

This field ... displays this information ...

Type The type of comment displayed, such as user-defined,
predefined, or system-generated.

Date/Time The date and time that the displayed comment was
created.

Comment The text of the comment.

Viewing a Member's Summary Information

Your System Administrator can configure the e*Index View /Edit Person
window so an additional tabbed page appears. This tab displays summary
information about the selected member profile. By default, this tab is named
Summary, but it may be renamed by the System Administrator.
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Note: When this page is enabled (by the PVSUMMARY control key), it appears
when a member profile is first accessed, allowing you to immediately view key data
about a member, such as their local 1Ds, address information, aliases, and so on.

.View,.-"Edil: Person [_ (O] x|

Identification M
LID f100-000-0000 Statug [4CTIVE Update Date |DBJ2BJ2DD1 19:10:07
Last Mame fwaARREM First Mame |ELIZABETH Middle NamepUNE
DOEB |05/14/1960 Gender [FEMALE SSH |555-44-4555
Rdccesz|MOME Perzon Categor |[CUSTOMER
View a member's ] y | D graphi Mizcell Add | Phones | Aliases | Local ID= | Other ID= | Comments |
summar rimary Address Primary Phone
. X Y Address1 2434 SHORELINE DRIVE I[SSS] 555-7874 Ext|
information on the Address2
Summary page of Address3 Father's Name [M&RK
h . Edi Addressd Mother's Mame |DARCY
the View/Edit Citw|CAPE BURR Courty|CAPE BURR Spouse’s Name DAVID
Person window State|CT ZiplDSE?B | Maiden IOHNSOM Suiffix
Countrp |UMITED STATES Face|O0THER Ethnic Group JaERICAN
Aliases Local IDs
Last Mame First Mame Middle Name System Local [dentifier Statuz
CAPE BURR CEMTER 43-535353 ACTIVE
SHEFFIELD CENTER 345-835-8834 ACTIVE

frg Hist I Edit Save Audit Trail | Fot Dup Prexvious Mext Frirt Deactivate Lloze

» To view a member's summary information
Before you begin:

V" Perform a search for the member whose information you want to
view, and select the appropriate member from the results list

1 If the Summary page is not displayed, click the Summary tab on the
View /Edit Person window. The Summary page appears.

2 View the member's summary information (for more information, see
"About Summary Fields" following this procedure).

About Summary Fields

The fields located on the Summary page allow you to view a summary of key
information about the selected member.

Note: The fields on the Summary page, and the name of the Summary tab itself, are
configurable, and may have been modified or hidden by the System Administrator.
For more information about fields on this page that differ from those listed below, see
the System Administrator. The field descriptions below describe only the default
fields that are visible when e*Index is first installed.

e*Index Global Identifier User's Guide 3-4 SeeBeyond Proprietary and Confidential



Chapter 3: Viewing Member Information

This field ...

Viewing a Member's Summary Information

displays this information ...

Primary Address

Address1
through
Address4

City
State
County
Zip

Country
Primary Phone

Phone

Ext
Miscellaneous

Father's Name

Mother's Name

Spouse's Name

Maiden

Suffix

Race

Ethnic Group
Aliases

Last Name

First Name

Middle Name
Local IDs

System

Local Identifier

e*Index Global Identifier User's Guide

The street address information of the address type
specified for the Summary tab.

Note: You can specify the address type to display on
this tab using the Country Specific Option function of
e*Index Administrator. For more information, see
"Configuring Country-Specific Options" in Chapter 5
of the e*Index Administrator User's Guide.

The city in which the street address is located.
The state in which the street address is located.
The county in which the street address is located.

The zip code and zip code extension associated with
the address.

The country in which the address is located.

The telephone number of the phone type specified
for the Summary tab.

Note: You can specify the phone type to display on
this tab using the Country Specific Option function of
e*Index Administrator. For more information, see
"Configuring Country-Specific Options" in Chapter 5
of the e*Index Administrator User's Guide.

The telephone number extension, if any.

The name of the member's father.

The name of the member's mother.

The name of the member's spouse.

The member's maiden name.

A suffix to the member's name.

The racial group to which the member belongs.

The ethnic group to which the member belongs.

The last name of the member's alias.
The first name of the member's alias.

The middle name or initial of the member's alias.

The systems with which the member is associated.

The local IDs assigned to the member by the listed
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This field ... displays this information ...
systems.
Status The current status of the displayed local ID and system
pairs.

Viewing a Member's Merge History

When you have a member profile displayed on the View /Edit Person
window, you can display a history of all merges performed against the

profile, allowing you to trace the origin of certain information contained in
the profile.

1000000006 ELIZABETH WwWARREM
----- ] 1000000009 ELIZABETH wWaRREN
=] 1000000006 ELIZSBETH wWaRREN

-] 1000000007 ELIZABETH WARREN
-] 1000000006 ELIZABETH WARREN
@ 1000000000 ELIZABETH wWARREM

View a history of a
member's merges on
the Merge History
dialog

kerge Date; erge Llser:l

0K |  Close |

P To view a member's merge history

Before you begin:

V" Display the member whose merge history you want to view on the
View /Edit Person window

:E- 1 On the View/Edit Person toolbar, click Merge History. The Merge
] . .

Mg Hist tool History dialog appears.
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2 View the member's merge history. The merge history appears in a
tree structure, showing each pair of profiles that were merged under
the displayed member profile.

Bregersoy |

=1, ) EM These two profiles were
5 d to form profile
Q -g 1000000006 ELIZ.&BETH WARREN |_merge
These two profiles | - %] 1000000009 ELIZABETH WARREN *7 1000000006 above
were merged to form B @ 1000000006 ELIZABETH WaARREN
the profile at the top ——< I W] 1000000007 ELIZABETH WARREN
level \ ------- - W] 1000000006 ELIZARE TH WARREN

------- ] 1000000000 ELIZABE TH WARREN

3 To view the date and time that a profile was merged, as well as the
user ID of the user who performed the merge, click on the profile
above the merged pair. The information appears in the lower

Information about the portion of the window.
merge appears at the

Ce T
bottom of the dialog Merge Date:[[2/21/2000 185248 Merge User: O]

4 When you are finished viewing the merge history, click Close. The
Merge History dialog closes, and the View /Edit Person window
reappears.

Cloze

Close button
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Viewing a Member Profile From a Merge History List

When you view a member's merge history, you can also view detailed
information for each member profile in the merge history list. The profiles

you display from the merge history list contain the information about the
profile before the merge occurred.

.Merge History - Person Detail E

Identification

UID [00-000-0008 Status oL T Ve _View |
Last Mame [waRREN First Mame [ELIZABETH Middle NamepUNE
DOB 124121960 Gender|FEMALE SO |111-44-4777
Fi/dcocess [MONE Person Categorg |FERSOMN

You can access the
View/Edit Person

Add

| Phones | Aliases | Local IDs | Other IDs | Comments |

window for any Title Suffix Marital Status
P eligioh ahguage thiic Group
proflle in a merge Religion|aDWVENT CHRISTIAN L EMNGLISH Ethnic G ELUROPEAN
. . ace eteran Status
history list A vemans
MaidenISAYLDFE Father's NamelJDHN Spouse's Namel
Mather's Maiden|STILLEF| Fdother's Name|

Lloze |

P To view a member profile from a merge history list

Before you begin:

v" Display a merge history list, as described in "Viewing a Member's
Merge History" earlier in this section

1 Expand the list on the Merge History window until you see the UID
of the member profile you want to view.

Bveoehsory |
=l 'El 1000000000 ELIE.-'-‘-.BETH W.-‘l'-.FEFEEN

Double-click a profile to
view detailed
information about the

El'@ 1000000006 ELIZABETH WARREM

nrofile ] 1000000007 ELIZABETH wWaRREN
I -] 1000000006 ELIZABETH ‘wWARREN
------- K] 1000000000 ELIZABETH WARREN
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2 On the Merge History window, double-click the member profile you
want to view. The View/Edit Person window appears, and displays
the detailed information for the member profile you selected.

Note: If you select a profile with a status of Merged, you'll notice that the
member’s system and local ID pairs and alias names are not visible. This
information has been moved to the corresponding active member profile. For
example, if the member profile with a UID of 10001 was merged into the
profile with a UID of 10002, then all of the alias and local ID information for
profile 10001 is moved into profile 10002.

Clase | 3 To return to the merge history list, click Close on the View /Edit
Close button Person window. The merge history dialog reappears, and you can

view detailed information for another merged member profile.

Viewing the User Audit Log

View a list of
Audit Log records
on the Audit Log
Results page

e*Index Glob

Using the User Audit Log function, you can view each instance an e*Index
user accessed information in the ui_person table. The User Audit Log stores a
list of instances in which this information was accessed.

B8 Audit Log Search Hi=]
Search Rezults |
J 34 Records Returned
User ID Date Time uiD1 U2 Function D el -
11 o - - - . AUDIT LOG

(] 0E/26/2001 19:12:14 - - - - SEARCH IACTIVATE

(]l OE/26/2001 15:12:18  |100-000-0001 - - SEARCH |E' SEARCH RESULT

(] OE/26/2001 13:12:18  |100-000-0004 - - SEARCH IE% SEARCH RESULT

(] OE/26/2001 15:12:18  |100-000-000%5 - - SEARCH IEY SEARCH RESULT

(] 0E/26/2001 13:12:18  |100-000-0006 - - SEARCH |E' SEARCH RESULT |—

(] OE/26/2001 13:12:18  |100-000-0007 - - SEARCH IE% SEARCH RESULT

(] OE/26/2001 15:12:18  |100-000-0008 - - SEARCH IEY SEARCH RESULT

(] 0E/26/2001 15:12:18  |100-000-0009 - - SEARCH |E' SEARCH RESULT

(] 0E/26/2001 15:12:18  |100-000-0000 - - SEARCH IE% SEARCH RESULT

(] OE/26/2001 15:12:21  |100-000-0001 - - IEW AUPDATE IE% PERSOM DETAIL

(] OE/26/2001 15:12:27  |100-000-0001 - - |EW UPDATE UPDATE & PERSON

(]l OE/26/2001 15:12:28  |100-000-0001 - - |EW UPDATE |E' PERSOM DETAIL

(] OE/26/2001 15:12:32  |100-000-0004 - - IEW AUPDATE IEW PFERSOM DETAIL | &

Print | Previous [Hext Seanch [ElEar Close

P To view the User Audit Log
Before you begin:

V" Determine a time period during which the instances you want to view
occurred
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i 1 On the primary toolbar, click Audit Log. The Audit Log Search

window appears with the Search page displayed.
Audit Log tool

.Audil: Log Search =]
Search | Results |
Enter search criteria Audit Log Search
fo'r the Audit Log o[ User|D [1JONES
entries you want to
view on the Audit
StartDate.-"TimeID2.-"D2.-"2DDD |Du:un:n1 EndDateJTime|D2HD2£2DD2 |23:59:59
Log Search page
Prrirk | Eresious | Hest | Search | Clear | LCloze I

2 On the Audit Log Search page, enter the search criteria for the Audit
Log entries you want to view (for more information see "About Audit
Log Search Fields" following this procedure).

ﬁ 3 On the Audit Log Search toolbar, click Search. The Results page
appears with a list of instances in which the ui_person table was

accessed. For information about the information displayed on this

page, see "About Audit Log Results Fields" following this procedure.

Search tool

4 To view additional information about a specific audit log entry,
double-click the row containing the entry you want to view.

If the entry involves only one member profile, the View /Edit Person
Window appears, displaying the selected member profile.

If the entry involves two member profiles, the Select Person dialog
appears, allowing you to choose the profile you want to view.

o Select the appropriate radio dial and then click OK.

B select Person Ed |

Select Pers

Select Person
dialog

1000000006

(0] | Cancel |

e The View/Edit Person window appears, displaying the
selected member profile.

e*Index Global Identifier User's Guide 3-47 SeeBeyond Proprietary and Confidential



Chapter 3: Viewing Member Information Viewing the User Audit Log

.View,.-"Edil: Person [_ (O] x|
Identificati Yiew I
LI [100-000-0009 Statuz [4CTIVE Update Date|12.-"1 FA2001 091218 Uszer D [GSMYTHE

Selecting a User Audit

Log entry displays the Last Mame fwaARREM First Mame |ELIZABETH Middle NamepUNE
8 . Y p Y DOE 0541441960 Gender [FEMALE SSMN |555-44-4555
VleW/Edlt Person R/acoess[NOME Person Category |[FERSOMN
window for the
. 5 y | D graphi Mizcell Add | Phones | Aliases | Local ID= | Other 1Dz | Comments |
selected profile . -
Primary Address FPrimary Phone
Address1 2434 SHORELINE DRIVE I[SSS] 555-7431 Extl
Address2
Address? Father's Mame |MARK.
Addressd Mother's Mame |DARCY
City|CAPE BURR EountylEAF'E BURR Spousze's Mame |DAVID
State|CT ZipIDSB?B | Maiden IOHNSOM Suiffix
Countrp |UMITED STATES Face|O0THER Ethnic Group JaERICAN
Aliases Local IDs
Last Mame First Mame Middle Name System Local [dentifier Statuz -
ELIZ4BETH _I UME CAPE BURR CEMTER >
R 297-42-947 ACTIVE
CAPE BEURR CEMTER 897-097-0982 ACTIVE -
Irg Hist I Edit Save Audit Trail | Pot. Dup Prexvious Mext Frirt Deactivate Lloze

5 For information about the functions you can perform from the
View /Edit Person window, see "Viewing a Member's Demographic
Information" earlier in this chapter.

About Audit Log Search Fields

The fields located on the Search page of the Audit Log Search window allow
you to enter search criteria about the User Audit Log entries you want to

view.

In this field ... type or select ...

uIiD The UID of the member profile whose information
you want to view.

User ID The logon ID of the user whose access to ui_person
you want to view.

Start Date/Time The earliest date for which you want to view audit log
information.

End Date/Time The latest date for which you want to view audit log

information.
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About Audit Log Results Fields

The fields located on the Results page of the Audit Log Search window
display information about the instances the ui_person table was accessed that
match the search criteria you entered.

This field ... displays this information ...

User ID The logon ID of the user who accessed the ui_person
table.

Date/Time The date and time that the ui_person table was
accessed.

UID1 The UID of the member profile whose information

was accessed.

uUID2 The UID of the second member profile whose
information was accessed at the same time (as would
occur in the case of a profile comparison or merge).

Function The primary e*Index function that was used to access
the ui_person table, such as Add, Merge, Compare,
and so on.

Detail Specific information about the actions taken against

the information in the database, such as View Search
Results, Merge, View Search Results, and so on.
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Chapter 4

Adding and Maintaining Member

Profiles

About this Chapter

Overview

This chapter presents the background information and the step-by-step
instructions you need to add and maintain member information in e*Index.

The following diagram illustrates the contents of each major topic in this

chapter.

About Member
Profiles

Add Member
Profiles

Compare Member
Information

Maintain Member
Information

e*Index Global Identifier User's Guide

Learn about the information contained in a
member profile, and the methods you can use
to keep that information accurate

Learn the step-by-step process of adding
members to e*Index

Learn how to view changes to member
information, and to compare differences
between two member profiles

Learn the step-by-step processes of updating
and maintaining member profiles
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Learning About Member Profiles

Overview

This section of the chapter provides background information about the
information you specify when you add and modify member information. It
also provides an overview of the procedures you can perform to keep the
information current and accurate.

What is a Member Profile?

A member profile is a set of information that describes characteristics of an
individual member. When you add a member to e*Index, you can enter
information such as:

B Identifying information about the member, including their name and a
local identifier within a specific system

B Demographic information about the member, such as their date of birth,
ethnicity, and gender

B The member's current address and telephone numbers

B Information about the member's family, such as their maiden name, their
spouse's name, and their parent's names

B Alias names or nicknames used by the member

B Information about the member that is specific to your business
requirements

What Identification Numbers are Assigned to each Member?

You will notice that each member you add is assigned a unique identification
number in addition to the local IDs you specify. Each person has one unique
identification number throughout your business enterprise, and an
identification number within each system with which they are registered.
Members may also have several non-unique IDs, meaning that they may
share these ID numbers with other members.

® UID
Every member in the e*Index system is assigned a unique identification
number. This number is the same for that member regardless of the
system from which the member information originates. This number is
called the unique global identifier (UID), and is used to cross-reference
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member profiles in order to accurately identify the members throughout
your business enterprise.

B Local ID
A local ID is the unique local identification number that is assigned to a
member at each system at which they are registered. These numbers are
assigned using a numbering system unique to each system, and are used
internally by the systems to identify member profiles. e*Index uses a
member's UID to cross-reference their local IDs in different systems.

B Non-unique IDs
A non-unique ID is an identification code that does not necessarily
uniquely identify a member within the database, but may uniquely
identify a group of members. For example, if a family shares the same
account or insurance policy, every member of the family would have the
same identification code for that account or policy.

What is Member Maintenance?

Member maintenance involves a number of tasks that you can perform to
ensure that the member information in your database is the most current and
accurate information. The tasks you can perform include editing, adding,
and deleting member information, comparing member information, detecting
and fixing profiles that are potential duplicates of each other, merging and
unmerging profiles, and deactivating member profiles that are no longer
active. You can deactivate a member's local IDs when they are no longer
active, but you cannot delete local IDs. In addition, you can change the status
of a member's local IDs.

How Does Region-Specific Security Affect Member
Maintenance?

If region-specific security is installed in the e*Index database, you may not be
able to maintain all member profiles. You can only add, merge, update,
deactivate, and unmerge profiles that are associated with systems that are
within the region to which you are assigned. This also means you can only
view comparisons and potential duplicates for the member profiles that fall
within your region. For more information about region-specific security, see
Chapter 3 of the e*Index Security User’s Guide.
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What is an Audit Trail?

You can view a history of changes made to a member's information using the
Audit Trail function. The audit trail stores a before and after image of a
member’s profiles each time an event occurs that changes the member's data.
The audit trail also contains information on activities within the application
triggered from any interface and any online function (such as an update or
merge). You can trace the events that modified a member profile from the
time the profile was added in e*Index to the most previous transaction,
including merged and deactivated profiles. You can view the before and after
images side-by-side online or you can print the audit trail to a default printer.

What is a Matching Probability Weight?

When you add a new member profile to e*Index, the new profile is
automatically checked for any similarities with the profiles that already exist
in the database. A matching probability weight between existing profiles and
the new profile is then calculated using matching algorithm logic. This
weight indicates how closely the two profiles match each other. If the
matching probability weight for two profiles is above a specific number
(defined by the System Administrator), then the profiles are considered
potential duplicates. If the weight between two profiles is high enough, they
may be automatically merged (for more information, see "What is an
Automatic Merge?" later in this section).

What are Potential Duplicates?

Potential duplicates are two member profiles that possibly represent the same
member. If you add a new member and e*Index determines that the member
you are adding may already exist in the database, the two profiles are flagged
as potential duplicates of one another. Profiles are flagged as potential
duplicates if the probability of a match between the two profiles is above the
duplicate threshold specified by the System Administrator. Because member
information is entered from various sources, a member profile may have
several potential duplicates. In this case, it is important to identify the
potential duplicates, and to determine whether the profiles represent the
same member.

O The duplicate threshold is defined in the control keys in e*Index
Administrator. See your e*Index Administrator User's Guide for more
information.
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How Do I Fix Potential Duplicates?

The Potential Duplicate function locates any profiles that are similar enough
that they could represent the same member. You can compare potential
duplicate profiles to determine if they do represent the same member. Once
you have determined whether the profiles are duplicates, you can use one of
the following methods to remove the potential duplicate flag.

B Merge
If you conclude that the profiles represent the same member, you need to
determine which information is the most current and then merge the
profiles. When you perform a merge, the information from one profile is
retained as the most accurate and up-to-date information. The
information from the other profile is added to that member’s history
information. You can also choose specific information from each profile
to be saved in the new member profile. This is known as a field level
merge.

B Resolve
If you conclude that the two profiles do not represent the same member,
you can mark the profiles as being resolved. Doing this does not change
any information for either profile, but it does remove the potential
duplicate flag. The profiles are no longer marked as potential duplicates
of one another, and they no longer appear on the Potential Duplicate
Report.

What are the '"Merge From' and the 'Merge To' Profiles?

When you perform a merge, you are working with two member profiles. The
'merge from' profile is the profile that contains the obsolete member
information. Usually, very little or none of the information in this profile is
retained in the newly merged profile. The 'merge to' profile contains the
most current member information, and most or all of the information in this
profile is retained in the newly merged profile. The UID of the 'merge to'
profile is always retained. The information that is discarded during a merge
is stored in a history table, making it possible to restore the profiles to their
previous status if they were merged in error.
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Can Merged Records be Unmerged?

If you merge two member records in error, you can unmerge the records and
return them to their original states. Any modifications that were made to the
kept record after the merge will be lost. You may want to print out the
merged profile before unmerging it so you can verify that the resulting
profiles contain the most current information.

Note: If you have region-specific security installed, then you can only unmerge
member profiles that are associated with the systems in your region.

What is an Automatic Merge?

If you add a new member and e*Index determines that the member you are
adding already exists in the database, then an automatic merge occurs. An
automatic merge simply updates the existing profile in the database with the
information that you have specified for the new profile. An automatic merge
only occurs when the probability of a match between the new profile and the
existing profile is above the match threshold specified by your System
Administrator. Automatic merges are also known as assumed match. If the
assumed match option is enabled, then all records that are merged
automatically are written to the assumed match table.

O The match threshold and assumed match option are defined in the control
keys in e*Index Administrator. See your e*Index Administrator User's Guide
for more information.
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Adding a Member profile

Overview

This section provides the step-by-step instructions you need in order to add
member profiles to e*Index. Adding a member profile includes the following
steps:

Step 1: Obtain Information About the Member

Step 2: Specify Identifying and Demographic Information
Step 3: Specify Customized Information

Step 4: Specify Address Information

Step 5: Specify Telephone Information

Step 6: Specify Non-unique IDs

Step 7: Save the Member Profile

Note: Steps 3 through 6 are optional, and can be performed in any order. You must
specify certain information in step 2 in order to add a member profile to the database,
and you must complete “Step 7: Save the Member Profile” after you specify member
information.

Step 1: Obtain Information About the Member

Before you begin to add a new member to e*Index, you should obtain certain
information about the member. For example, you will need to enter the
member's name, SSN, date of birth, and other identifying information. If
necessary, review the descriptions of the fields you encounter while adding a
new member. These descriptions, provided throughout this section, will help
you to determine the information you need to specify for each new member.
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Step 2: Specify Identifying and Demographic Information

When you add a new member to the e*Index database, you need to add
certain information such as the member's name, the system in which they
were registered, and a local ID for that system.

.Add Person =]
Identification
U - - System [RDW Local 1D [564-8731 57
Use the Add Last Mame fwARREMN First Wame [ELIZABETH Middle NamepUNE
. DOE |05/14./1360 Gender [FEMALE SSH [555-44-4555
Person window Fi/&ccess [MOMNE Perzon Categomg |[CUSTOMER
to add a new
member to the Demographics | Miscell Addlessesl Phonesl Other IDs
database Title Suffi Marital Status MARRIED
Religion|AGHOSTIC Language |EMGLISH Ethnic GrouplﬁMEHIEAN
Race|0THER ‘Weteran Status [MOME
Maiden[JOHNSON Father's Mame[MARK Spouze’s Mame 041D
Mother's Maiden|CENTON Mather's Name[DARCY
Save | Lloze I

» To specify identifying and demographic information
Before you begin:

v" Obtain information about the member, such as their first and last
names, date of birth, and gender

E | 1 On the Primary toolbar, click Add. The Add Person window appears

Add tool with the Demographics page displayed.

2 In the upper portion of the Add Person window, enter identifying
information for the new member (for more information, see "About
Identification Fields on the Add Person window" following this
procedure).

3 On the Demographics page in the lower portion of the Add Person
window, enter the member's demographic information (for more
information, see "About Demographic Fields" in Chapter 3 of this
guide).

4 Continue to "Step 3: Specify Customized Information."
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Maintenance Tips — Demographic and Identifying Information

Once you have saved a new member profile, you can add, edit, and remove demographic and identifying
information.

To modify a member's identifying information: see "Modifying Identification Information" later in this
chapter.

To modify a member's demographic information: see "Modifying Demographic Information" later in
this chapter.

About Identification Fields on the Add Person window

The fields located in the upper portion of the Add Person window allow you
to specify identifying information about the member you are adding. There
are no default values populated in these fields.

Note: Many fields on the Add Person window are configurable, and may have been
modified or hidden by the System Administrator. For more information about fields
on your window that differ from those listed below, see the System Administrator.
The field descriptions below describe only the default fields that are visible when
e*Index is first installed.

In this field ... type or select ...

System The name of the system in which the member was
assigned a local ID (such as a registration system).

Local ID The member's unique identification code in the
specified system. The local ID can contain upper and
lower case alphanumeric characters depending on the
format defined by the specified system.

Last Name The member's last name.

First Name The first name of the member.

Middle Name The member's middle name or initial.

DOB The month, day, and year that the member was born.
Gender The gender of the member.

SSN The member's social security number.

R/Access An indicator that specifies whether the member's

address and telephone information should be
masked. Select VIP or Employee to mask this
information to users without the proper access
privileges.

Person Category The type of member whose profile you are adding,
such as employee, patient, customer, vendor, and so
on.
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This field ... displays this information ...

uID The member's unique identifier assigned by e*Index.

Note: This field is not populated until the profile is
saved to the database.

Step 3: Specify Customized Information

Once you have specified the required identification information for a
member, you can specify customized information about that member.
Customized fields are located on the Miscellaneous page. The design of these
tields allows for customization, and allows you to adapt the information you
store and display to suit your business requirements.

| Addresses | Phones I Aliases I Local IDs I Other IDs I Comments |

Stiing 1[JWARREN@HERE. ORG Stiing 4[FETT MARKS Date 1[12701/1557
Use the _ _ Date 2127151557
Miscellaneous R/ 346-23453 Siliz)3 Yo Date 3[05/01 /2001
page on the Add Stiing 3[ERIAN SHATFIELD Stiing B [EA5T Date 400000000
Person window Date 5[00/00/0000

. String 7

to specify
. Strirng 8
customized :
String 9

information for a
new member

String 10/CALLED WITH SUPPORT ISSUE OM 05/14/2001. PROBLEM ‘wITH ACCESSING ACCOUNT Wa5S RESOLVED OM 06/12/1339.

» To specify customized information
Before you begin:

V" Complete "Step 2: Specify Identifying and Demographic Information"

1 On the Add Person window, select the Miscellaneous tab. The
Miscellaneous page appears.

2 On the Miscellaneous page, enter the member's customized
information (for more information, see "About Customized Fields" in
Chapter 3 of this guide).

Note: The fields on this page may have been customized by the System
Administrator. The illustration on the following page provides an example
of how these fields could be customized.
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Demographics b 1l | Add | Phunesl Aliasesl Local IDs | Other IDs | Comments

E-mail " &RREN@HERE.ORG Fieferal BETTY MARKS Activation|12/07/1357
. First Order|12/15/19597
Account Ma. [2343-23439 Matifp [vES Mozt Recentlamlzom |

The fields on the Account Rep[ERIAN SHATFIELD Region [EAST
Miscellaneous tab
may be modified
by the System
Administrator

Motes|CALLED WITH SUPPORT ISSUE OM 05/14/2007. PROBLEM WITH ACCESSING ACCOUNT WAS RESOLVED OM 0B/12/1939.

3 Continue to "Step 4: Specify Address Information."

Maintenance Tips — Customized Information
Once you have saved customized information in a new member profile, you can modify the customized
information as needed.

To change customized information for an existing member: see “Modifying Customized Information
later in this chapter.

4

Step 4: Specify Address Information

When you add a new member to the e*Index database, you can specify
information about the various addresses associated with a member, such as
their home and business addresses.

Phones I Aliases | Local IDs | Other IDs | Comments |

D graphi | Miscell 15
Address Type Address1 Address2 Address3
ORK. 23478 BELMOUTH DRIVE
Use the Addresses N I r
page on the Add
Person window to Address Type HOME
ifv add Address] 2434 SHORELINE DRIVE Address3
specity a ress Addrass? Addreszsd
information for a City [CAPE BEURR County|CAPE ELRR
new member State|CT Zip[09e7s - Country[UHITED STATES

4dd | Dekte |

» To specify address information

Before you begin:

v" Complete "Step 3: Specify Customized Information"

1 On the Add Person window, select the Addresses tab. The Addresses

page appears.
Add 2 On the Addresses page, click Add. An empty row appears in the
Add button upper portion of the Addresses page, and detail fields appear in the

lower portion of the Addresses page.
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3 In the lower portion of the Addresses page, fill in the address fields
(for more information, see "About Address Fields" in Chapter 3 of this

guide).
4 Repeat steps 2 and 3 for each address you need to add to the member
profile.
Delete | 5 If you add an address in error, highlight that address row in the
Delete button upper portion of the Addresses page, and then click Delete. The

address is removed from the list.

6 Continue to " 5: Specify Telephone Information."

Maintenance Tips — Address Information

Once you have saved an address in a new member profile, you can add, edit, or delete the address as
necessary.

To add an address to a member profile: see "Adding Addresses to a Member Profile" later in this
chapter.

To modify a member's address: see "Modifying Address Information" later in this chapter.

To delete a member's address: see "Deleting Addresses from a Member Profile" later in this chapter.

Step 5: Specify Telephone Information

When you add a new member to the e*Index database, you can specify
information about the various telephone numbers associated with a member,
such as their home, cellular, and business telephone numbers.

Demagraphics | Miscell | Addresses

Aliases | Local IDs | Other IDs | Comments |

Fhone Type Fhone E

—
BUSINESS [383) 555-1273 642

Use the Phones page
on the Add Person
window to specify
telephone numbers

for the new member

» To specify telephone information
Before you begin:

V" Complete "Step 4: Specify Address Information"
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1 On the Add Person window, select the Phones tab. The Phones page

appears.
Add 2 On the Phones page, click Add. An empty row appears on the

3 In the new row, fill in the telephone fields (for more information, see
"About Telephone Fields" in Chapter 3 of this guide).

4 Repeat steps 2 and 3 for each telephone number you need to add to
the member profile.

Delete | 5 If you add a telephone number in error, highlight the row containing
Delete button the telephone number, and then click Delete. The telephone number

is removed from the list.

6 Continue to "Step 6: Specify Non-unique IDs."

Maintenance Tips — Telephone Information

Once you have saved a telephone number in a new member profile, you can add, edit, or delete certain
information about the telephone number.

To add a telephone number to a member profile: see "Adding Telephone Numbers to a Member
Profile" later in this chapter.

Tom lephone number: see "Modifying Telephone Information" later in this
chapter.

To delete a member's telephone number: see "Deleting Telephone Numbers from a Member Profile"
later in this chapter.

Step 6: Specify Non-unique IDs

When you add a new member to the database, you can specify non-unique
IDs for the member. To specify non-unique IDs, you need to display the
Other IDs page.

Demographics I Miscellaneous | Addresses | Phones I Aliases | Local IDs | Comments |

Dthsr 1D Nam_e — E)

Use the Other IDs MIDLAND A04-357-8F

page on the Add [SUMMARYACCT  [EJIAD-204-6203
Person window to
specify non-unique
IDs for the new
member
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Add
Add button

Delete |

Delete button

» To specify non-unique IDs

Before you begin:

v" Complete "Step 5: Specify Telephone Information"

On the Add Person window, select the Other IDs tab. The Other IDs
page appears.

On the Other IDs page, click Add. An empty row appears.
In the new row, fill in information about the non-unique ID (for more
information, see "About Other ID Fields" in Chapter 3 of this guide).

Repeat steps 2 and 3 for each non-unique ID you need to add to the
member profile.

If you add a non-unique ID in error, highlight the row containing that
ID, and then click Delete. The non-unique ID is removed from the
list.

Continue to "Step 7: Save the Member Profile."

Maintenance Tips — Non-unique ID Information

Once you have saved a non-unique ID in a new member profile, you can add, edit, or delete certain

information.

To modify an existing non-unique ID: see "Modifying Non-unique ID Information" later in this

chapter.

To add a new non-unique ID to a member profile: see "Adding a Non-unique ID to a Member Profile

n

later in this chapter.

To delete a non-unique ID from a member profile see "Deleting a Non-unique ID from a Member
Profile" later in this chapter.
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Step 7:

Once you have
entered member
information on
the Add Person
window, you
need to save the
information

Save the Member Profile

After you have specified all of the required information for a member profile,
you can save the profile to the database. If you try to close the Add Person
window without saving the profile, a dialog appears to warning you that the
information you entered will not be saved.

.Add Person =] B3
Identification
upf - - Swstem [RDW Local ID 584-8?31 -B7
Last Mame [WARREM First Wame [ELIZABETH Middle NamepUNE
DOE |05/14.1960 Gender [FERALE S5 [555-44-4555
Fi/dccesz |MONE Person Category |[CUSTOMER
Demographics | Miscell Add | Phones | Other IDs
Title: Suffix b arital StatuslMAHHIED
Fieligion A GMOSTIC Language |EMGLISH Ethnic GrouplﬁMEHIEAN
Race|JTHER ‘eteran Status [NOMNE
haidenjlOHNSON Father's Name MARK Spouse's Mame [DAYID
Mother's MaidenIEENTDN Mother's NameIDAHEY
Save I Lloze |

» To save the member profile

[~]

Save tool

Add Confirmation
Message

ok |

OK button

Before you begin:

v" Complete "Step 6: Specify Non-unique IDs"

1 Once you have entered all the available member information, click
Save on the Add toolbar. The Add Confirmation dialog appears.

Confirmation |

@ Mew LT recaord will be added to database?

Ik | Zancel I

2 On the Add Confirmation dialog, click OK. A completion dialog
appears.

Note: The completion dialog informs you whether a new profile was added
to the database, a new profile was added and it has potential duplicates, or an
existing profile was updated with the information you entered.
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This Add Complete dialog ~ /
appears if the new profile Mew UID# 100-000-0011 has been added to the database.

has no potential duplicates

This Add Complete

dialog appears if the new/ @ Mew UID# 100-000-0010 has been added and is a patential duplicate of 100-000-0000,

profile has potential

duplicates

This Add Complete

dialog appears if the
new profile is identical @ This systemylocal identifier record has been added to exisking UID# 100-000-0000,

to an existing profile

with the exception of

system and local ID

Ok, | 3 On the Add Complete dialog, click OK. The new member profile is
OK button saved, and a comment is generated to the profile indicating the date

and time the profile was created and the user who created it.

Maintenance Tips — Member Profiles

Once you have saved a member profile, you can add, edit, or delete certain information. You can also
deactivate a member profile.

To modify an existing alias: see "Modifying a Member's Alias Information" later in this chapter.
To add an alias to a member profile: see "Adding an Alias to a Member Profile" later in this chapter.

To delete an alias from a member profile: see "Deleting an Alias from a Member Profile" later in this
chapter.

To add local ID to a member profile: see "Adding a Local ID to a Member Profile" later in this chapter.

To deactivate a local ID in a member profile: see "Deactivating a Local ID in a Member Profile" later in
this chapter.

To deactivate a member profile: see "Deactivating a Member Profile" later in this chapter. I
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Comparing Member Information

Overview

This section provides the step-by-step instructions you need in order to
compare member information in e*Index. You can compare a member profile
before and after a specific event occurred or you can compare two different
member profiles. The procedures described in this section are:

B Viewing an Audit Trail

B  Comparing Member Profiles

Viewing an Audit Trail

Using the Audit Trail function, you can view historical information for a
specific member, and compare the member's profile before and after a
specific event occurred to determine what information was modified as a
result of the event.

Detail Audit Screen H=] E3
Before uip I‘I 00-000-0000 4 After uib I‘I 00-000-0000 ﬂ
]
. . Last Mame [/ 4RREN Last Mame [w/4RREN
View a hlStOFy of First Mame JELIZABETH First Mame |ELIZABETH
member Middle Name JUNE Middle Name JUNE
information on DOE |05/14/1960 DOE |05/14./1960
the Audit Trail Gender|FEMALE Gender|[FEMALE
. Person Category [CUSTOMER = Perzon Category EMPLOYEE -
window =
D graph Mizcell Add | Phones | Aliases | Local IDs | Other IDs
Maiden HOHNSOMN ﬂ Maiden JOHNSON ii
tother's Maiden [CENTON Mather's Maiden|CENTON
I arital status MARRIED I arital status [FMARRIED
Face |0THER Race[wHITE
Religion JAGMOSTIC Religion WNGLICAN
Language [EMGLISH Language [EMGLISH
Suifix Suiffix
Title Title MEDICAL DOCTOR
Ethric jaMERICAN Ethric jAMERICAN
et Status [MOME et Status [MOME
Comment Previous Mext FErint Lloze |

» To view an audit trail
Before you begin:

v Obtain information about the member, such as their UID, a system in
which they were registered, or a specific transaction performed
against the member's profile
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t% 1 On the Main toolbar, click Audit Trail. The Audit Trail Search

—_ window appears.
Audit Trail tool

.Audit Trail Search [_ (O] x|
Search | Results |
— Audit Trail Search
Specify your search
. . . u| - - Evvent
criteria on the Audit I I
Tra” Search WindOW Person Caleguly|EMF'LDYEE S_l,lsleml
Snurcel User ID I
StartDate!TimeID‘IJD‘IQDD] IDD:UD:DD End Date#TimeIDB£3D£2DD2 IDD:UD:DD
Print Frewvinus Mest Search Clear Cloze

2 Enter the search criteria for the member you want to view (for more
information, see “About Audit Trail Search Fields” following this
procedure).

3  On the Audit Trail Search toolbar, click Search. The Audit Trail
ﬁl Results window appears with a list of matching profiles (for more
Search tool information, see “About Audit Trail Results Fields” following this
procedure).

.Audit Trail Search - O]

Search Results |

26 Records Returned

Tranzaction Mo (][0} Lazt Marme First Hame tiddle Marme DOB &~
WARR ELIZABETH
The results of your T1[100-000-0000 ELIZABETH UNE 051471561
search appear on 37[100-000-0000 ELIZABETH UNE 05/14/1561
the Results page 42/100-000-0000 ELIZEBETH UHE 05/14/15€1
Z100-000-00071 MARCTY 12121156
25100-000-0007 MBRCT 12121156
3100-000-0002 SMITH GEORGE MIKE 12121197
4H00-000-0003 OHNSON SHANE 124141 56!
5100-000-0004 BRTOM EMILY 12/16/194!
7[100-000-0005 BRLET STEVE 1212115
32[100-000-0005 BRLET STEVE 1212156
£100-000-0006 SRREM ELIZABETH UNE 124124156
22100-000-0006 ARREM ELIZABETH HE 12421156
25[100-000-0006 ARREM ELIZABETH 1HE 1271211961 -
<] | |

Frint | F'regiousl et Search [Elear I LCloze |
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4  On the Results page, double-click the member profile you want to

view, or highlight the profile and then press Enter. The Audit Trail
window appears with the Demographics page displayed.

For more information about the identification fields displayed in the upper
portion of this window, see "About Audit Trail Fields" following this
procedure).

For more information about the demographic fields displayed on the
Demographics page in the lower portion of the window, see "About
Demographics Fields" in Chapter 3 of this guide).

Notes:

B The image on the left side of the window reflects the member’s
information before the event occurred. The image on the right reflects
the member’s information after the event occurred.

B Any differences between the two profiles are highlighted.

B [f the record you selected has no historical data, then the message Person
has no before image appears in the lower portion on the left side of the
window.

Do any of the following:

To view additional identification information in the upper portion of the
window, use the scrollbars to the right of each record.

.Detail Audit Screen
| Before UID [100-000-0000 j After U1 [100-000-0000
55N [555-44-4555 SS5M |555-44-4555
R/acocess [NONE R/acocess [NONE
Spstem|SEEREYOMD Spstem|SEEBEYOMD
Ewvent|UPDATE Ewvent|UPDATE
Update Date |06/26/2001 22:55:20 Update Date |06/26/2001 23:03.01
Update Uzer D |LI j =

Update User [0 Ul /

View additional information about
the member by using the scrollbars

To compare customized audit information, click the Miscellaneous tab
(for more information, see "About Customized Fields" in Chapter
3 of this guide).

To compare address audit information, click the Addresses tab (for more
information, see "About Address Fields" in Chapter 3 of this
guide).

To compare telephone audit information, click the Phones tab (for more
information, see "About Telephone Fields" in Chapter 3 of this
guide).

To compare alias audit information, click the Aliases tab (for more
information, see "About Alias Fields" in Chapter 3 of this guide).
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To compare local ID audit information, click the Local IDs tab (for more
information, see "About Local ID Fields" in Chapter 3 of this
guide).

To compare non-unique ID audit information, click the Other IDs tab (for
more information, see "About Other ID Fields" in Chapter 3 of
this guide).

% To view comments associated with the member, click Comment. The
' Comment window appears.

Comment tool

To view the audit trail for the preceding profile in the results list on the
‘ Results page, click Previous.

Previous tool

* To view the audit trail for the following profile in the results list on the
Results page, click Next.

Next tool

@ To print the displayed audit trail, click Print Report.
Print Report tool
m_d- 6 When you have finished comparing the member information, click
Close.
Close tool

About Audit Trail Search Fields

The fields located on the Audit Trail Search window allow you to specify

search criteria for the members you want to view. The System and Source
tields allow you to narrow the search to only the records within a specific

entity of the organization.

In this field ... type or select ...

uID The member's unique global identifier assigned by
e*Index.
No default

Event The type of event that caused the member's profile to
change.
No default

Person Category The type of member whose audit trail you want to view.

System A computer system within your business enterprise in
which members are registered and assigned local
identifiers.
No default
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In this field ...

type or select ...

Source

User ID

Start Date/Time

End Date/Time

A code that indicates where the information in the
audit trail originated.

No default

The logon ID of the user who created or updated the
member profiles for which you are searching.

No default

The beginning date and time for the search. The query
is performed for transactions that fall between the Start
Date/Time and the End Date/Time.

Default: No default for the date. The time field
defaults to the time configured by the System
Administrator

The ending date and time for the search. The query is
performed for transactions that fall between the Start
Date/Time and the End Date/Time.

Default: No default for the date. The time field
defaults to the time configured by the System
Administrator

About Audit Trail Results Fields

The fields located on the Audit Trail Results window help you to identify a
specific member profile.

This field ...

displays this information ...

Transaction No

uiD

Last Name
First Name
Middle Name
DOB

Gender
Status

System

e*Index Global Identifier User's Guide

The sequential identification codes of the transaction
(or event) that cause the audit trail record.

The unique identification number of the member. This
number is assigned by e*Index.

The member's last name.

The member's first name.

The member's middle name or initial.
The member's date of birth.

The gender of the member.

The member's status at the time of the audit trail
record.

The name of the system in which the transaction
occurred that created the audit trail record.
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This field ... displays this information ...

Event The type of transaction that changed the member
profile and caused the audit trail to be written.
Transaction types include adds, merges, updates, and

SO on.

Update User ID The logon ID of the user who performed the

transaction.

Update Date The date the transaction occurred.

About Audit Trail Fields

The fields located in the upper portion of the Audit Trail window help you to
compare a member's identifying information before and after a specific
transaction took place.

Note: Many fields on the Audit Trail window are configurable, and may be modified

or hidden by the System Administrator. For information about fields on the window
that differ from those listed below, see the System Administrator. The descriptions
below describe only the default fields that are visible when e*Index is first installed.

This field ...

displays this information ...

uID The unique identification number of the member. This
number is assigned by e*Index.

Last Name The last name of the displayed member.

First Name The first name of the displayed member.

Middle Name The middle name or initial of the displayed member.

DOB The month, day, and year that the member was born.

Gender The gender of the member.

Person Category

The type of member whose audit trail you are viewing,
such as customer, employee, patient, and so on.

SSN The member's social security number.

R/Access An indicator that specifies whether the member's
address and telephone information should be masked.

System The name of the system in which the transaction
occurred that created the displayed audit trail.

Event The event code that indicates the type of transaction
that caused the displayed audit trail to be written.

Update Date The date that the member profile was last modified.

Update User ID

e*Index Global Identifier User's Guide

The logon ID of the user who performed the
transaction that caused the displayed audit trail to be
written.
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Comparing Member Profiles

Compare two
member profiles
side-by-side on the
Comparison
window

m|

Compare tool

e*Index Global Identifier User's Guide

Comparing Member Profiles

Using e*Index's Compare function, you can compare two member profiles to

check for similarities and differences between the two profiles. e*Index

automatically highlights any differences between the two profiles you are

comparing.
.Eompare Persons !E
UID [100-000-0006 £I UID [100-000-0000 £I
Update Date[12/17/2001 09:28:08 il Update Date [12/17/2001 09:30:14 =l
Update User D [G5MYTHE Update User ID |G SMYTHE I
Last Mame fw/ARREN Last Name w/aRREN
First Name E LIZ4BETH First Mame|ELIZ4BETH
Middle MName [ILINE Middle Mame LI LINE
DOBj1241241960 DOB|05/14/1360
Gender[FEMALE d Gender|FEMALE |
Demographics | M dd | Phones | Aliases | Local IDsl Other IDs
Maiden [SAYLOR ﬂ Maiden JOHNSON =
Mather's Maiden |STILLER Mother's Maiden [CENTOM =
I arital Skatus M arital Status IMARRIED
Race Race fwHITE
Religion JADVEMT CHRISTIAN Religion
Language [EMGLISH Language [EMGLISH
Suifix Suifix
Title TitleMEDICAL DOCTOR
Ethricity [ELUROPEAN Ethnicity jAMERICAN
Weteran Status Weteran Status [MOME
j v
Prrint | Comment Merge Besolved LCloze

» To compare two member profiles

Before you begin:

v" Obtain the UIDs for the members you want to compare

1 On the Main toolbar, click Compare. The Comparison window

appears.

On the Comparison window, enter the UID of the first member in the
UID field at the top left side of the window, and then press Enter.
The fields on the left side of the window are populated with the
appropriate member information.

Enter the UID of the second member in the UID field at the top right
side of the window, and then press Enter. The fields on the right side
of the window are populated with the appropriate member

information, and any differences between the two members are
highlighted.

Note: If either UID is unknown, you can perform a search for the profiles by
clicking the Search button to the right of the appropriate UID field. Perform
a search as described in chapter 3 under "Searching for Member Profiles.”
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i

Comment button

Merge button

=]

Resolve button

@

Print button

4 Do any of the following;:

For more information about the identification fields displayed in the upper
portion of this window, see "About Comparison Fields" following
this procedure).

For more information about the demographic fields displayed on the
Demographics page in the lower portion of the window, see "About
Demographics Fields" in Chapter 3 of this guide).

To compare customized information, click the Miscellaneous tab (for
more information, see "About Customized Fields" in Chapter 3 of
this guide).

To compare address information, click the Addresses tab (for more
information, see "About Address Fields" in Chapter 3 of this
guide).

To compare telephone information, click the Phones tab (for more
information, see "About Telephone Fields" in Chapter 3 of this
guide).

To compare alias information, click the Aliases tab (for more
information, see "About Alias Fields" in Chapter 3 of this guide).

To compare local ID information, click the Local IDs tab (for more
information, see "About Local ID Fields" in Chapter 3 of this
guide).

To compare non-unique ID information, click the Other IDs tab (for more
information, see "About Other ID Fields" in Chapter 3 of this
guide).

To view comments for either member, click Comment, and then select the
radio button next to the member whose comments you want to
view. The Comments window appears.

To combine the two profiles, click Merge, and then follow steps 5
through 9 under "Merging Member Profiles" later in this chapter.

Important! Before you click Merge, make sure that the profile on the
right is the one you want to keep.

To resolve the two profiles, click Resolved, and then click OK on the two
dialogs that appear.

Note: You can only resolve profiles that are already flagged as potential
duplicates.

To print a full comparison of the two profiles, click Print Report. The
profiles print to a default printer.
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m_i- | 5 When you have finished comparing the two profiles, click Close.
Close button

About Comparison Fields

The fields located in the upper portion of the Comparison window help you
compare identifying information for two member profiles.

Note: Many fields on the Comparison window are configurable, and may have been
modified or hidden by the System Administrator. For more information about fields
on your window that differ from those listed below, see the System Administrator.

The field descriptions below describe only the default fields that are visible when
e*Index is first installed.

This field ...

displays this information ...

Update Date The date and time the member profile was created or
was last updated.

User ID The user logon ID of the user who created or last
updated the member profile.

uUID The unique identification number of the member. This
number is assigned by e*Index.

Last Name The last name of the displayed member.

First Name The first name of the displayed member.

Middle Name The middle name or initial of the displayed member.

DOB The month, day, and year that the member was born.

Gender The gender of the member.

Person Category

SSN
R/Access

e*Index Global Identifier User's Guide

The type of member whose profiles you are comparing,
such as customer, employee, patient, and so on.

The member's social security number.

An indicator that specifies whether the member's
address and telephone information should be masked.
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Maintaining Member Information

Overview

This section provides step-by-step instructions for maintaining up-to-date
and accurate member information in your database. Member maintenance
includes these procedures:

Modifying Identification Information

Modifying Demographic Information

Modifying Customized Information

Adding, Modifying, and Deleting Addresses

Adding, Modifying, and Deleting Telephone Numbers
Adding, Modifying, and Deleting Aliases

Adding and Deactivating Local IDs

Adding, Modifying, and Deleting Non-unique IDs
Adding a User-Defined Comment to a Member Profile
Adding a Predefined Comment to a Member Profile
Deleting a Comment from a Member Profile
Deactivating a Member

Finding Potential Duplicates

Resolving Potential Duplicates

Merging Member Profiles

Unmerging Member Profiles

Note: When a member profile is modified through the GUI, a message is generated
to the ui_msg_detail table. This message is then sent to e*Gate with the information
that an event has occurred against that profile.

e*Index Global Identifier User's Guide 4-26 SeeBeyond Proprietary and Confidential



Chapter 4: Adding and Maintaining Member Profiles Modifying Identification Information

Modifying Identification Information

If information about a member changes, you need to update the member's
information in e*Index. To modify a member's identification information
about a member, you need to display the View/Edit Person window in Edit
mode.

.View,.-"Edil: Person

Identificati _I
LI [100-000-0003 Statuz [4CTIVE Update Date|12.-"1 FA2001 035743 Uszer D [GSMYTHE
Last Mame wWARREM First Mame |ELIZABETH Middle NamepUNE
MOdlfy DOE |05/14/1960 Gender [FERMALE SSMN |555-44-4555
identification Rdccesz|MOME Perzon Category |PERSOMN

information about a D graphi Miscell Addi | Phones | Aliasesl Local IDs | Other IDs Commenlsl

mem.ber in the Title Suffis Marital Status[MARRIED
upper portlon of the Religion |AGMNOSTIC Language [EMGLISH Ethric GroupAME RICAN
View/Edit Person Race|0THER Yeteran StatusNONE
window
MaidenfJOHNSON Father's Name MaRK. Spouse's Name|DAVID
Mather's MaidenlEENTDN Mather's Name|DAFEEY
frg Hist I Edit Save Asudit Trall | Pot. Dup Prexvious Mext Frirt Deactivate Lloze

» To modify a member's identification information
Before you begin:
v" Display the member profile you want to modify on the View /Edit

Person window

| 1 On the View/Edit toolbar, click Edit. The window changes to Edit

mode.
Edit tool

2 Modify any open field in the upper portion of the window (for more
information, see "About Identification Fields" in Chapter 3 of this

guide).

E | 3 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.

Update / " i
Confirmation Canfirm bo updake?

dialog
QK | Cancel I

Save tool
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ok | 4 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
N
Update
Complete @ IJID# 100-000-0000 has been updated.
dialog

oK | 5 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Modifying Demographic Information

If a member's demographic information changes, you need to update the
member's information on the Demographic page of the View /Edit Person

window.
Demographi | Miscell. Add | Phones | Aliases | Local IDs | Other IDs I Comments |
Modify Title Suffis Marital Status|[DIORCED
d hi Fieligion |4 GHOSTIC Language |EMGLISH Ethnic Group faMERICAN
. t.emograp ic Race[+HITE ‘eteran Status [IMENDWH
information about a /
member on the
Demographic page Maiden [JOMES Father's Mame [D4/1D Spouse's Namell\"l.t’-‘«FH(—
of the View/Edit Mather's Maiden|[CEMTER Mather's Name [DARCY
window
» To modify a member's demographic information
Before you begin:
v" Display the member profile you want to modify on the View /Edit
Person window
| 1 On the View/Edit toolbar, click Edit. The window changes to Edit
mode.
Edit tool
2 Modify any open field in Demographic page in the lower portion of
the window (for more information, see "About Demographic Fields"
in Chapter 3 of this guide).
H | 3 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool
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Confirmation Ed

Update/ @ Canfirm ko update?

Confirmation

dialo
& (] 4 | Zancel I

ok | 4 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

Update
Complete / @ JID# 100-000-0000 has been updated.

dialog
oK | 5 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Modifying Customized Information

If the information that has been customized for your organization changes for
a member, you need to update the member's profile. To modify a member's
customized information, you need to display the Miscellaneous page of the
View /Edit Person window.

Demographics

| Addresses | Phones I Aliases | Local IDs | Other IDs | Comments |

Maodify customized Stiing 1 [FwARREN@HERE.ORG Stiing 4[RETTY MARKS Date 1[12/01/1357
information about a _ _ Date 2[12/15/1957
member on the String 2|2348-23439 Sking 5[YES Date 3030072001 |
Miscellaneous page of String 3[BRIAN SHATFIELD Sting 6[EAST DR 10/00/0000___|
. . Date 5{00./00/0000
the View/Edit Person —_—
window .
String 8
String 9
Sting 10{CALLED WITH SUPPORT ISSUE OM 05/14/2001. PROBLEM WITH ACCESSING ACCOUMT wWaSs RESOLVED ON 0841241939,
. ' . . .
» To modify a member's customized information
Before you begin:
V" Display the member profile you want to modify on the View /Edit
Person window
| 1 On the View/Edit toolbar, click Edit. The window changes to Edit
Edit tool mode.
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2 In the middle of the View /Edit Person window, select the
Miscellaneous tab. The Miscellaneous page appears.

3 Modify any open field in Miscellaneous page in the lower portion of
the window (for more information, see "About Customized Fields" in
Chapter 3 of this guide).

Note: Your System Administrator may have customized the fields on this
window. The following example illustrates how these fields can be
customized.

D | Phones | Aliagses | Local IDg | Other IDs | Comments |

E-mail} ' wARREN@EHERE.ORG Referral BET T MARKS Activation|12/0141357
. First Order|12/15/1957
The fields on the Account No. [2345-23439 MatifyfrES T
Miscellaneous tab
Ay t Fep[ERIAN SHATFIELD R EAST
may have been SeeuntnER sden

customized for your
organization

Motes|CALLED wWITH SUPPORT ISSUE ON 05/14/2000. PROBLEM WITH ACCESSING ACCOUNT WAS RESOLVED OM 06121939,

H | 4 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool

Confirmation E

Update | @ Confirm ko update?
Confirmation

dialog
(8] 4 | Cancel I
oK | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
Update
Complete @ LID# 100-000-0000 has been updated,
dialog
oK | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.
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Adding Addresses to a Member Profile

If a member submits additional address information, you may need to add a
new address record. You can only add one address of each address type. To
add an address to a member profile, display the Addresses page of the

View /Edit Person window.

Demographics | Mi | Phones I Aliases | Local IDs | Other IDs | Comments |

Add new addresses Address Tepe Address2 Addressd
to a member profile [ JworK 23478 BELMOUTH DRIVE
on the Addresses . 1 3]
page of the Address Type HOME
. " rezz Type

View/Edit I.Derson &ddiess1 [2434 SHORELINE DRIVE Address3
window Address2 Addressd

City [CAPE BURR County|CAPE BURR

State|CT Zip[igeE Courte[ONITED STATES
4dd | Delete |

» To add an address to a member profile
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window

| 1 On the View/Edit Person toolbar, click Edit. The window changes to

Edit mode.
Edit tool

2 In the middle of the View /Edit Person window, select the Addresses
tab. The Addresses page appears.

Add 3  On the Addresses page, select Add. A new row appears in the
Add button addresses list, and the fields are cleared in the lower portion of the
page.

4 In the lower portion of the Addresses page, fill in the address fields
(for more information, see "About Address Fields" in Chapter 3 of this

guide).
5 Repeat steps 3 and 4 for each address you need to add to the member
profile.
Delete | 6 If you add an address in error, highlight that address row in the
Delete button upper portion of the Addresses page, and then click Delete. The

address is removed from the list.

E 7 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool
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Confirmation Ed

Update
Confirmation @ Confirm to update?

dialog
(8] 4 | Cancel I
ok | 8 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
Update
Complete @ LID4# 100-000-0000 has been updated.
dialog
ak. | 9 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Modifying Address Information

If a member moves or changes their business location, you may need to
update their address information. To modify an address, you need to display
the Addresses page of the View/Edit Person window.

Phones I Aliases | Local IDs | Other 1Ds | Comments |
Address] Address?

Modify addresses in .
a member brofile 34 SHORELINE DRIVE
P ORK [23475 BELMOUTH DRIVE [ |

Demographics | Mi

Addreszsd

on the Addresses q | ]
page of the ——
. . ress Type [HOME
View/Edit Person Addhess1 [2434 SHORELINE DRIVE Addhess3
window Address? Addressd
City|[CAPE BELIRR County|CAFE BURR
State|CT Zip[osere - Countrp[ONITED STATES

ddd | Delete |

» To modify an address in a member profile
Before you begin:

V" Display the member profile you want to modify on the View /Edit
Person window

| 1 On the View/Edit Person toolbar, click Edit. The window changes to

Edit mode.
Edit tool

e*Index Global Identifier User's Guide 4-32 SeeBeyond Proprietary and Confidential




Chapter 4: Adding and Maintaining Member Profiles

e

Save tool

Update
Confirmation
dialog

ok |

OK button

Update
Complete
dialog

ok |

OK button
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2 In the middle of the View /Edit Person window, select the Addresses
tab. The Addresses page appears.

w

In the upper portion of the Addresses page, highlight the row
containing the address you want to modify.

4 In the lower portion of the Addresses page, modify any open fields
(for more information, see "About Address Fields" in Chapter 3 of this
guide).

1

Repeat steps 3 and 4 for each address you need to modify in the
member profile.

6  On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.

Confirmation |

/ @ Confirm ko update?

(0] 4 | Cancel I

7 On the Update Confirmation dialog, click OK. The Update Complete
dialog appears.

N

@ JID+# 100-000-0000 has been updated.,

8 On the Update Complete dialog, click OK. The changes are saved to
the database.

Modifying Address Information
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Deleting Addresses from a Member Profile

If an address for a member is entered incorrectly, or the member no longer
uses an existing address, you can delete the obsolete addresses. To delete an
address, you need to display the Addresses page of the View /Edit Person
window.

Phones I Aliases | Local IDs | Other 1Ds | Comments |

Demographics | Mi i
Delete obsolete Address Type Address] Address2 Addressd

addresses from a ORK 23472 BELMOUTH DRIVE
member profile on q | 3]
the Addresses page —
. . ress Type HOME
of the View/Edit ddress1 [F434 SHORELINE DIVE Addhess3
Person window fddress2 Addhessd
City |CAPE BURR County|CAPE BURR
StatelCT Ziplosers [ Countip[ONITED STATES
4dd | Delete |
» To delete an address from a member profile
Before you begin:
v" Display the member profile you want to modify on the View /Edit
Person window
| 1 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
2 In the middle of the View /Edit Person window, select the Addresses
tab. The Addresses page appears.
3 In the upper portion of the Addresses page, highlight the row
containing the obsolete address.
Delete | 4 On the Addresses page, click Delete. The address is removed from
Delete button the list.
5 Repeat steps 3 and 4 for each address you need to delete from the
member profile.
E | 6 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool
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Confirmation |
Update

Confirmation @ Confirm to update?
dialog

(0] 4 | Zance| I

ok | 7 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
N |
Update
Complete @ IJID# 100-000-0000 has been updaked.
dialog

oK | 8 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Adding Telephone Numbers to a Member Profile

If a member submits additional telephone information, you may need to add
a new telephone number record. You can only add one telephone number
for each phone type. To add a telephone number, use the Phones page of the
View /Edit Person window.

Aliases | Local IDs | Other IDs | Comments |

D hi] =::|hics| Miscell I Add

Add new telephone FLEhE T [Pl El
[389) 555-1278

numbers to a OM [959) 555-7574
member profile on -
the Phones page of

the View/Edit

Person window

» To add a telephone number to a member profile
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window
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| 1 On the View/Edit Person toolbar, click Edit. The window changes to

Edit mode.
Edit tool

2 In the middle of the View /Edit Person window, select the Phones
tab. The Phones page appears.

£dd 3 On the Phones page, select Add. A new row appears in the telephone
Add button list.

4 In the new row, fill in the telephone fields (for more information, see
"About Telephone Fields" in Chapter 3 of this guide).

5 Repeat steps 3 and 4 for each telephone number you need to add to
the member profile.

Delete | 6 If you add a telephone number in error, highlight that row, and then
Delete button click Delete. The telephone number is removed from the list.
E 7 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool

Confirmation |

Update /
Confirmation @ Confirm to update?

dialog
(0] 4 | Zance| I

ok | 8 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
N
Update
Complete @ IJID# 100-000-0000 has been updated.
dialog

oK | 9 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.
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Modifying Telephone Information

If a member changes telephone numbers, you can update their telephone
numbers. To modify a telephone number, use the Phones page of the
View /Edit Person window.

D graphics | Mizcell I Addi i |A|iases | Local IDs | Other IDs | Comments |
Modify telephone Phene Type ___ Phore Ext
numbers for a BUSINESS (989) 555-1274 642
member profile on —_ '
the Phones page of

the View/Edit
Person window

» To modify telephone number in a member profile
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window

| 1 On the View/Edit Person toolbar, click Edit. The window changes to

Edit mode.
Edit tool

2 In the middle of the View /Edit Person window, select the Phones
tab. The Phones page appears.

3 In the telephone list on the Phones page, modify any open fields (for
more information, see "About Telephone Fields" in Chapter 3 of this
guide).

E | 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.

Save tool

Confirmation |

Update /
Confirmation @ Confirm to update?

dialog
(0] 4 | Zance| I

ak. | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
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T
Update

Complete @ UID# 100-000-0000 has been updated,

dialog

ok | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Deleting Telephone Numbers from a Member Profile

If a telephone number for a member is entered incorrectly, or the member no
longer uses an existing number, you can delete the obsolete number from the
member profile. To delete a telephone number, display the Phones page of
the View /Edit Person window.

D graphics | Mizcell I Add

Delete obsolete Phone Type FPhone E st
BUSINESS

telephone numbers
from a member
profile on the
Phones page of the
View/Edit Person
window

Aliases | Local IDs | Other IDs | Comments |

P To delete a telephone number from a member profile
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window

| 1 On the View/Edit Person toolbar, click Edit. The window changes to

Edit mode.
Edit tool

2 In the middle of the View /Edit Person window, select the Phones
tab. The Phones page appears.

3 In the upper portion of the Phones page, highlight the row containing
the obsolete telephone number.

Delete | 4 On the Phones page, click Delete. The telephone number is removed
Delete button from the list.
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5 Repeat steps 3 and 4 for each telephone number you need to delete
from the member profile.

E | 6  On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.

Confirmation Ed |

Update :
Confirmation Confirm to update?

Save tool

dialog
84 | Cancel I
oK | 7 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
N
Update
Complete @ UID# 100-000-0000 has been updated,
dialog
ak. | 8 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Adding an Alias to a Member Profile

If you find that a member is known by a name other than those recorded in
e*Index, you can add the name as an alias to the member's profile. Your
System Administrator can configure e*Index to perform searches against alias
names as well as members' current names.

Demographics | Mizcell | Addi | Phones | | Local IDs | Other IDs | Comments |
Last Mame First Marne Middle Mame
. OHKSON ELIZAEETH UKE
Use the Aliases page AT =
on the View/Edit WARREN

Person window to
add new aliases to a
member profile
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» To add an alias to a member profile
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window

1 On the View/Edit Person window, click the Aliases tab. The Aliases
page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.

Edit tool

Add | 3 On the Aliases page, click Add. A blank row appears at the bottom of
Add button the alias list.

4 In the blank fields in the new row, enter the member's new alias
information (for more information, see "About Alias Fields" in
Chapter 3 of this guide).

H | 5 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool

Confirmation |

Update /
Confirmation @ Confirm ko update?

dialog
Ok | Zancel I

oK | 6 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

|

Update
Complete LUIC+# 100-000-0000 has been updated.

dialog
ok | 7 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.
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Modifying a Member's Alias Information

If an alias name was entered in error for a member profile, you can modify
the alias name as needed. To modify an alias name, you need to display the
Alias page on the View /Edit Person window.

Demographics | Mizcell | Add | Phones Local ID=s | Other D= | Comments |
Last Mame First Mame: Middle MName
Use the Aliases page / OHNSON ELZABETH UNE
on the View/Edit DHNSON [z
Person window to WARREN

modify aliases in a
member profile

» To modify a member's alias information
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window

1 On the View/Edit Person window, select the Aliases tab. The Aliases

page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
3 On the Alias page, modify any open field in the alias list (for more
information, see "About Alias Fields" in Chapter 3 of this guide).
E | 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool

Confirmation Ed |

Update /
Confirmation @ Confirm to update?
dialog
(0] 4 | Cancel I

oK | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
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T
Update

Complete @ IJID# 100-000-0000 has been updated.

dialog

ok | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Deleting an Alias from a Member Profile

If an existing alias name for a member is no longer valid or was entered in
error, you can delete the alias to remove it from the member profile. To
delete an alias name, you need to display the Alias page of the View /Edit
Person window.

Demographics | Mizcell | Addi | Phones | Local IDs | Other IDs | Comments |
Last Mame First Mame Middle Mame
Use the Aliases page / OHNSON ELZABETH UNE
on the View/Edit OHNSON [z
Person window to WARREN

delete aliases from a
member profile

» To delete an alias from a member profile
Before you begin:

V" Display the member profile you want to modify on the View /Edit
Person window

1 On the View/Edit Person window, click the Aliases tab. The Aliases

page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
Delete | 3 On the Aliases page, highlight the alias name you want to delete, and
Delete button then click Delete. The selected alias name is removed from the list.
E 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool
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Confirmation |

Update / @ Confirm ko update?
Confirmation

dialog
94 | Zancel I
ok | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

N

Update
Complete @ LID# 100-000-0000 has been updated,

dialog
oK | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Adding a Local ID to a Member Profile

If you find a member has local IDs in addition to those already recorded in
e*Index, you can add the local IDs to the member's profile. To add a local ID
to a member profile, you need to specify information such as the system that
assigned the local ID and the identification code.

D graphics | Mizcell I Addi | Phones I Aliazes Other IDs | Comments

Systerm ocal |dentifier Statuz

CAPE BURR CEMTER

Use the Local IDs

page on the RO 2847
View/Edit Person CAPE BURFR CEMTER 370370982 CTIVE
window to add SHEFFIELD CENTER 3 CTIVE

new local IDs to a
member profile

» To add a local ID to a member profile
Before you begin:

v" Display the member profile you want to modify on the View /Edit
Person window

1 On the View/Edit Person window, click the Local IDs tab. The Local
IDs page appears.
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| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
Add 3 On the Local ID page, click Add. A blank row appears at the bottom
Add button of the local ID list.

4 In the new row, enter information about the local ID (for more
information, see "About Local ID Fields" in Chapter 3 of this guide).

Delete | 5 If youadd alocal ID in error, highlight the row containing the local
Delete button ID, and then click Delete. The row is deleted.

Note: Once you have saved a local 1D record, you cannot delete the record.

E 6 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool

Confirmation |

Update / @ Confirm ko update?
Confirmation

dialog
(9] 4 | Cancel I
ok | 7 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

N |

Update
Complete @ LID+# 100-000-0000 has been updated,

dialog

oK | 8 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Note: You cannot add a new local ID and system pair to a member profile if that
same local 1D and system pair already exists in another member profile.
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Deactivating a Local ID in a Member Profile

If an existing local ID for a member becomes obsolete, you can deactivate the
ID for the member profile. A member profile must contain at least one active
local ID; you cannot deactivate a member's last remaining active local ID.

D graphics | Mizcell I Add | Phones I Aliazes | Other IDs | Comments |
System Local [dentifier Statug
CAPE BURR CEMTER
; ROW 29742947 ECTIVE
You Can' deactlvate a CAPE BURFR CEMTER 897-097-0982 CTIVE
member's local ID on SHEFFIELD CENTER = CTIVE
the Local IDs page of
the View/Edit Person
window
P To deactivate a local ID in a member profile
Before you begin:
V" Display the member profile you want to modify on the View /Edit
Person window
1 On the View/Edit Person window, click the Local IDs tab. The Local
IDs page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
3 On the Local ID page, click in the status column of the row containing
the local ID you want to deactivate, and then select Deactivate from
the drop-down list.
E 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool

Confirmation Ed |

Update / @ Zonfirm to update?
Confirmation

dialog
84 | Cancel I
oK | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
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Update
Complete LID# 100-000-0000 has been updated,

dialog
oK | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Reactivating a Local ID

You can easily reactivate a local ID record that has been deactivated if the
record was deactivated in error or is no longer inactive.

D graphics | Mizcell I Addi | Phones I Aliaze

Other IDs | Comments

Systerm ritifier

CAPE BURR CEMTER

You can reactivate a 257-47.94

ROW
member's local ID CAPE BURR CENTER [BS7-097-0952 CTIVE
on the Local IDs SHEFFIELD CENTER E TTToE
page of the
View/Edit Person
window

» To reactivate a local ID
Before you begin:

V" Display the member profile you want to modify on the View /Edit
Person window

1 On the View/Edit Person window, click the Local IDs tab. The Local

IDs page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
3 On the Local ID page, click in the status column of the row containing
the local ID you want to reactivate, and then select Active from the
drop-down list.
E | 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool
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Confirmation |

Update / @ Confirm ko update?
Confirmation

dialog
94 | Zancel I
ok | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

MNote

Update
Complete LID# 100-000-0000 has been updated.

dialog

ak. | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Assigning Merge Status to a Local ID

After two records have been merged, you may need to change the status of
local ID records in the new record to "Merged". If the two merged records
each have a local ID from the same facility, you'll need to review the final
record and determine which local ID record should receive a status of
"Merged". A local ID can only be given a status of merged if the member
profile contains at least one other local ID in the same system.

D graphics | Mizcell Add Phones | Aliase: !
I I I |

Syzterm
CAPE BURR CEMTER

Other IDs | Comments |

Local |dentifier Status

You can change a

ROW 2974234
local ID status to CAFE BURR CENTER [BI7-097-0952 CTIVE
Merged on the Local SHEFFIELD CENTER

IDs page of the
View/Edit Person
window

» To assign merge status to a local ID

Before you begin:

V" Display the member profile you want to modify on the View /Edit
Person window
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1 On the View/Edit Person window, click the Local IDs tab. The Local

IDs page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
3 On the Local ID page, click in the status column of the row containing
the local ID you want to mark as merged, and then select Merged
from the drop-down list.
E 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool

Confirmation Ed |

Update / @ Confirm ko update?
Confirmation

dialog
Ok | Cancel I
oK | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

Update
Complete LID# 100-000-0000 has been updated,

dialog
oK | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Adding a Non-unique ID to a Member Profile

Once you have saved a member profile, you can add new non-unique IDs to
that profile as needed. You can add multiple non-unique IDs of the same
type to a member profile. To add non-unique IDs to a profile, you need to
display the Other IDs page on the View /Edit Person window.
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| Comments |

Add non-unique IDs
to a member profile
on the Other IDs

page of the
View/Edit Person
window

» To add a non-unique ID to a member profile
Before you begin:
v" Display the member profile you want to modify on the View /Edit

Person window

1 On the View/Edit Person window, click the Other IDs tab. The
Other IDs page appears.

| 2 On the View/Edit Person toolbar, click Edit. The window changes to

Edit tool Edit mode.

&I 3 On the Other ID page, click Add. A blank row appears at the bottom
bl of the non-unique ID list.

4 In the new row, enter information about the new ID (for more
information, see "About Other ID Fields" in Chapter 3 of this guide).

Delete_| 5 If you add a non-unique ID in error, highlight the row containing the
Delete button non-unique ID, and then click Delete. The row is deleted.
E | 6  On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.

Save tool

Confirmation Ed |

Update / @ Confirm to update?
Confirmation

dialog
Ok | Cancel I
oK | 7 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
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T

Update
Complete @ LID4# 100-000-0000 has been updated.
dialog
ok | 8 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Modifying Non-unique ID Information

Once you have saved a member profile, you can modify non-unique ID
information within that profile. To modify a non-unique ID, you need to
display the Other IDs page on the View /Edit Person window.

Demographics | Mi | Comments |

Modify non-unique e e —

. MIDLAND AD4-357-F

IDs in a member SR AET AD-204-8209

profile on the Other e e =
IDs page of the
View/Edit Person
window

» To modify a non-unique ID in a member profile
Before you begin:
v" Display the member profile you want to modify on the View /Edit

Person window

1 On the View/Edit Person window, click the Other IDs tab. The

Other IDs page appears.
| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
3 Modify information in any open field in the ID list (for more
information, see "About Other ID Fields" in Chapter 3 of this guide).
E | 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.
Save tool
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Confirmation |

Update / @ Confirm ko update?
Confirmation

dialog
94 | Zancel I
ok | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

N

Update
Complete @ LID# 100-000-0000 has been updated,

dialog
oK | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Deleting a Non-unique ID from a Member Profile

Once you have saved a member profile with non-unique IDs, you can delete
obsolete non-unique IDs from that profile. To delete a non-unique ID, you
need to display the Other IDs page on the View /Edit Person window.

o hics | Miscell | Add

Delete non-unique LI e
MIDLEND AD4-357-8F
IDs from a member ST AT o ATEE
profile on the Other e e
IDs page of the
View/Edit Person
window

Comments |

» To delete a non-unique ID in a member profile
Before you begin:
v" Display the member profile you want to modify on the View /Edit

Person window

1 On the View/Edit Person window, click the Other IDs tab. The
Other IDs page appears.
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| 2 On the View/Edit Person toolbar, click Edit. The window changes to
Edit mode.
Edit tool
Delete | 3 Highlight the row containing the non-unique ID you want to remove,
Delete button and then click Delete.
E | 4 On the View/Edit Person window, click Save. The Update
Confirmation dialog appears.

Save tool

Confirmation Ed |

Update / @ Confirm to update?
Confirmation

dialog
Ok | Cancel I
oK | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

T

Update
Complete @ LID4# 100-000-0000 has been updated.

dialog

ak. | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Adding a User-Defined Comment to a Member Profile

If you need to record additional information about a member, you can add a
user-defined comment to the member's profile. Comments can include any
information that you feel is relevant for the member profile, such as a reason
for deactivating a profile, notes about possible duplicate profiles, and so on.
You can only add one comment to a member profile at a time.
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Summary | Demographics | Miscellaneous Addlessesl Phones I Aliasesl Local IDs | Other IDs

page of the
View/Edit Person
window to add

comments to a S5 [0BS26/2000 191346 | record 1000000003 and 1000000000 have been reviewed and it has been determined that 1000000003 and
. 1000000000 are not the same person
member profile

Use the Comments
0E/2E/2001 190551 01D 1 D0000000E has been merged with U0 1000000000

S5 |0B/2E42001 1310:70 LID 1000000006 has been unmerged from LD 1000000000

» To add a user-defined comment to a member profile
Before you begin:
v" Display the member profile you want to update on the View /Edit

Person window

1 On the View/Edit Person window, select the Comments tab. The
comments page appears with a list of existing comments for the
member.

Lser Defined Msg | 2 On the Comments window, click User Defined Msg. The User

User Defined Msg Defined Message dialog appears.
button

.User Defined Message E |

Enter your mMemberwas added manually on 0621507 . ;l
comment on the Registration systernwas down,

User Defined
Message window

[

(] | Cancel |
ak. 3 On the User Defined Message dialog, type your comment, and then
OK button click OK. The Comments window reappears with the new comment

displayed at the bottom of the comments list.

E 4 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool
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Confirmation |

Update / @ Confirm ko update?
Confirmation

dialog
94 | Zancel I
ok | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

N

Update
Complete @ LID# 100-000-0000 has been updated,

dialog
oK | 6 On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Adding a Predefined Comment to a Member Profile

If you need to record transaction information about a member, you can add a
predefined comment to the member's profile. If you don't see the predefined
comment you need in the drop-down list of options, your System
Administrator can add the comment to the list. You can only add one
comment to a member profile at a time.

Summary | Demographics | Mizcellaneous I Addresses | Phones | Aliazes | Local IDs | Other IDs

[ ate/Time Comment

Use the Comments 05/26/2007 190551 111D 1000000006 has been merged with UID 1000000000
page on the
View/Edit Person SvYS  |D6/26/2001 1910:10 1110 1000000006 has been unmerged fram UID 1000000000
window to add
SYS  |0B/2E/2001 191346 LIl record 1000000009 and 1000000000 have been reviewed and it has been determined that 1000000009 and
comments tq a 1000000000 are naot the same person
member profile -~

» To add a predefined comment to a member profile
Before you begin:

V" Display the member profile you want to update on the View /Edit
Person window
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1 On the View/Edit Person window, select the Comments tab. The
Comments window appears with a list of existing comments.

Pre-Defined Msg | 2 On the Comments window, click Pre-Defined Msg. The Pre-defined

Pre-Defined Msg Message dialog appears.
button

.Pre-deﬁned Message |

Pre-defined tzg Code IW -

[ | 0K TO DEACTNATE MEMBER FROFILE ﬂ

Select a comment
from the
Pre-defined
Message window

[

0k | Cancel |

oK | 3 On the Pre-defined Message dialog, select a code from the Pre-
OK button defined Msg Code drop-down list, and then click OK. The
Comments window reappears with the new comment displayed at
the bottom of the comments list.

Note: When you select a code from the drop-down list, a description of the
code you select appears in the middle of the Pre-defined Message dialog.

H | 4 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.
Save tool

Confirmation |

Update / @ Confirm ko update?
Confirmation

dialog
ok | Cancel I
oK | 5 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.

|

Update
Complete @ LID# 100-000-0000 has been updated,

dialog
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ok | 6  On the Update Complete dialog, click OK. The changes are saved to
OK button the database.

Deleting a Comment from a Member Profile

Once you have associated a comment with a member profile, you can delete
the comment from the profile if it is no longer useful or accurate. Once a
comment is deleted from a user profile, the deletion cannot be undone.

Use the Comments 5YS  [0B/26/2001 19.03.51 01D 1000000006 hias been merged with 1D 1000000000
page on the View/
Edit Person window GYS  [0B/26/2001 13:10:10 JID 1000000005 has been unmerged from UID 1000000000
to delete comments i i i
f b SYS  [0B/26/2000 131346 Ul record 1000000009 and 1000000000 have been reviewed and it has been determined that 1000000003 and
rom a member 1000000000 are not the same person
profile -

P To delete a comment from a member profile
Before you begin:
V" Display the member profile you want to update on the View /Edit

Person window

1 On the View/Edit Person window, select the Comments tab. The
Comments window appears with a list of existing comments.

Delete | 2 On the Comments window, highlight the comment to be deleted, and
Delete button then click Delete. The selected comment is removed from the list.
E 3 On the View/Edit Person window, click Save. The Update

Confirmation dialog appears.

Confirmation Ed |

Update / @ Zonfirm to update?
Confirmation

Save tool

dialog
84 | Cancel I
oK | 4 On the Update Confirmation dialog, click OK. The Update Complete
OK button dialog appears.
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e |
Update
Complete @ LID# 100-000-0000 has been updated,

dialog

ok |

OK button

5 On the Update Complete dialog, click OK. The changes are saved to
the database.

Deactivating a Member Profile

If a member is no longer active, you cannot delete the member profile, but
you can deactivate that member profile. Deactivated profiles cannot be
modified, and in some cases, cannot be viewed.

.View,.-"Edil: Person M= E3

Vi
Identification ¢I
LID 100-000-0000 Status|5CTIVE Update Date IDBJ2BJ2DD1 181128
Use the View/ Edit Last Name fw/ERREN First Name [ELIZABETH Middle M ame JUNE
Person window to DOB|0541441360 Gender [FEMALE SSN [555-44-4555
deactivate a Fdccesz|MONE Perzon Category |[CUSTOMER
member who is no D graphi Miscell Add | Phones | Aliases | Local IDs | Other IDs | Comments |
longer active - - -
Title Suffix Marital Statuz MARRIED
Fieligion |AGMOSTIC Language |EMGLISH Ethnic Group JAMERICAN
Race|0THER ‘Weteran Statug [MOME
MaidenpDHNSDN Father's Name MARK Spouse's Name [D4vID
Mother's MaidenIEENTDN Mother's NameIDAHEY
Tdrg Hist Edit Save it Trail | Fat Pup Prexvious Mext Frint Deactivate LClose

P To deactivate a member profile

Before you begin:

v" Display the member profile you want to update on the View /Edit
Person window

Important! Make sure the profile you have displayed is the profile you want to
deactivate. This action cannot be undone.

B9

Deactivate tool

e*Index Global Identifier User's Guide

1 On the View/Edit Person window toolbar, click Deactivate. The
Deactivate Confirmation dialog appears.
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¥iew,/Edit Person |

Deactivate | @ Are you sure to deactivate UID: 100-000-00007

Confirmation

dialog
es | | Mo I
Tes 2 On the Deactivate Confirmation dialog, click Yes. The Deactivate
Yes button Complete dialog appears.
T

Deactivate
Complete @ Recaord 100-000-0000 has been deactivated.

dialog

3 On the Deactivate Complete dialog, click OK. The profile is
deactivated in the database.

Notes:

B When you deactivate a member profile, a message is generated to the
ui_msg_detail table to be sent to e*Gate with the information that an update

event has occurred.

W [f this profile is returned from a future member search, it will be displayed in
fuchsia lettering in the resulting records list. Also, the member status changes
from Active to Deactivate on the View/Edit Person window.

—- The member's status
F changes to
Statug[DEACTIVATED Deactivated

Finding Potential Duplicates

You can easily find and compare potential duplicate profiles in e*Index.
Potential duplicate profiles are located based on the algorithm weight that
indicates how closely two profiles match. Once you compare the profiles,
you may need to merge the profiles or resolve them.
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& | Compare Persons

Use the Potential
Duplicate Comparison
window to compare
two member profiles
that have been flagged
as possible duplicates

» To find potential duplicates
Before you begin:

v" Obtain information about the member you want to check for potential
duplicates, such as a system in which they are registered or the logon
ID of the user who created the member profile

% 1 On the application window, click Potential Duplicate. The Potential

- ) Duplicate Search window appears.
Potential Duplicate

tool

& Potential Duplicate Search

Enter your search
criteria for duplicates
on the Potential
Duplicate Search

window [

| 06r30/2001] | 23:59:59
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2

2l

On the Potential Duplicate Search window, enter your search criteria
(for more information, see “About Potential Duplicate Search Fields”
following this procedure).

On the Potential Duplicate Search toolbar, click Search. The Results
page appears (for more information, see "About Potential Duplicate

Search tool . " . .
Results Fields" following this procedure).
[ElPotential Duplicate Search |_ (O] x|
Search Results |
6 Records Returned
Duplicate LD E wizting LDy Reasan ‘Wieight System
Select a pair of 100-000-0001 : 09 POTENTIAL DUPLICATE 35419398 ||SEEREYOND
otential du licateJ [100-000-001 2 100-000-0011 SAME STSTEM 1486 SEEBEYOND
p . P [100-000-007 3 100-000-0000 SAME STSTEM .24 SEEBEYOND
profiles from the [100-000-0073 [100-000-0005 POTENTIAL DUPLICATE 4 SEEBEYOND
Results list [100-000-0074 100-000-0012 POTENTIAL DUPLICATE 762 SEEBEYOND
[100-000-0074 100-000-0011 FOTENTIAL DUPLICATE 762 SEEBEYOND
< | »
Erint | Previous | Hext | Search | [Clear, | LCloze |

The Associated
Records window
displays additional
related potential
duplicates

In the Results lists, double-click the set of potential duplicate profiles
you want to compare.

Do one of the following:

If the profiles you selected have additional potential duplicates, then the
Associated Records window appears. Continue to step 6.

.nssnciated Records E2 |

3 Recordz Returned
Duplicate LD Exigting /D Feazon WiE
POTEMNTIAL DUPLICATE
100-000-0001 100-000-0003 FOTEMTIAL DUPLICATE 35,415
100-000-0000 100-000-0001 FOTEMTIAL DUPLICATE 30,475
1| | i
Print LCloze I
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If the profiles do not have additional duplicates, then the Comparison
window appears with the two profiles displayed side-by-side.
Continue to step 7.

6  On the Associated Records window, double-click the pair of profiles
you want to compare. The Potential Duplicate Comparison window
appears. The profiles are displayed side-by-side, and differences
between the two are highlighted.

7 View the information displayed for each profile.

To view additional identification information in the upper portion of the
window, use the scrollbars to the right of each record (for more
information, see "About Comparison Fields" earlier in this
chapter).

To compare customized information, click the Miscellaneous tab (for
more information, see "About Customized Fields" in Chapter 3 of
this guide).

To compare address information, click the Addresses tab (for more
information, see "About Address Fields" in Chapter 3 of this
guide).

To compare telephone information, click the Phones tab (for more
information, see "About Telephone Fields" in Chapter 3 of this
guide).

To compare alias information, click the Aliases tab (for more
information, see "About Alias Fields" in Chapter 3 of this guide).

To compare local ID information, click the Local IDs tab (for more
information, see "About Local ID Fields" in Chapter 3 of this
guide).

To compare non-unique ID information, click the Other IDs tab (for more
information, see "About Other ID Fields" in Chapter 3 of this

guide).
@ 8 Do any of the following;:
Print tool To print the displayed potential duplicate report, click Print Report.

To resolve the potential duplicate flag for the displayed profiles without
merging them, follow the steps under "Resolving Potential
Duplicates" later in this chapter.
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To combine the displayed profiles,

(42 | e Make sure the directional arrows between the two UID
Directional Arrow numbers are pointing toward the profile you want to keep.
button To change the direction of the arrows, click the Directional

Arrow button once.

e Follow steps 5 through 9 under "Merging Member
Profiles" later in this chapter.

Close | 9 When you are finished working with the potential duplicate profiles,
Close button click Close. The Potential Duplicate Comparison window closes and

the Results page from your previous search reappears.

About Potential Duplicate Search Fields

The fields located on the Potential Duplicate Search window allow you to
specify information about the potential duplicate profiles you want to view.

In this field ... type or select ...

System The system with which the member profile that caused
the potential duplicate flag is associated (such as a
registration system).

No default

Source A code that indicates where the information that
caused the potential duplicate flag originated.

No default

User ID The logon ID of the user who created or updated the
member profiles for which you are searching.

No default

Start Date/Time The beginning date and time for the search. The query
is performed for transactions that fall between the Start
Date/Time and the End Date/Time.

Default: No default for the date. The time field
defaults to the time configured by your System
Administrator

End Date/Time The ending date and time for the search. The query is
performed for transactions that fall between the Start
Date/Time and the End Date/Time.

Default: No default for the date. The time field
defaults to the time configured by your System
Administrator
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About Potential Duplicate Results Fields

The fields located on the Potential Duplicate Results window help you to
identify a potential duplicate pair to display on the Potential Duplicate
Comparison window.

This field ...

displays this information ...

Duplicate UID

Existing UID

Reason
Weight
System
Source
User ID

Date

The unique global identification number of the
member profile whose addition to the database
created the potential duplicate flag.

The unique global identification number of the
member who was flagged as a potential duplicate with
the profile identified by the Duplicate UID.

The reason that the profiles were flagged as potential
duplicates.

The matching probability weight between the two
profiles listed for each row.

The system with which the member profile identified
by the Duplicate UID is associated.

A code that indicates where the information originated
for the profile identified by the Duplicate UID.

The logon ID of the user who added or updated the
profile that created the potential duplicate pair.

The date and time that the transaction that caused the
potential duplicate flag occurred.

Resolving Potential Duplicates

When you compare two potential duplicate profiles and determine that they
do not represent the same member, you need to resolve the two profiles to
remove the potential duplicate flag. Once two potential duplicate profiles are
resolved, they are removed from the Potential Duplicate Report.

e*Index Global Identifier User's Guide

4-63 SeeBeyond Proprietary and Confidential



Chapter 4: Adding and Maintaining Member Profiles Resolving Potential Duplicates

.Eompare Persons !EE
UID [100-000-0013 » | UID [100-000-0000
Last Namefw/ARREN j Last Name fw/ARREN il
First Mame[ELZABETH First Narmne |[ELIZABE TH
Use the Potential Middle Mame: Middle Mame JLIME
D licate C . DOE |05/1441980 DOE |05/14/1960
uplicate Lomparison BenderFEMALE GienderFEMALE
W]ndow to reso]\/e two Person Categary! Perzon Category EMPLOYEE
. . SoN[ - 44
potential duplicate ] SSNB55-44-4555 =
profiles that do not Demographics | Miscell Add | Phones | Aliases | Local IDs | Other IDs |
represent the same Maiden ﬂ Maiden JOHNSON =]
member Maother's Maiden Mather's Maiden |[CENTOMN —I
Marital Status I arital Status [MARRIED
Race fwHITE Race[wHITE
Religion [4MGLICAN Fieligion M GLICARN
Language [ENGLISH Language[EMGLISH
Suiffix Suffi
Title Title [MEDICAL DOCTOR
Ethnicity M ERICAN Ethnicity }4MERICAN
Weteran Status [MOME Weteran Status [MOME
=] =
Print | Comment | Merne | Resobed | Flose |

P To resolve two potential duplicate profiles

Before you begin:

V" Display the two member profiles that you want to mark as resolved
on the Potential Duplicate Comparison window (for more
information, see "Finding Potential Duplicates" later in this chapter).

i‘@il 1 On the Potential Duplicate Comparison window, click Resolved. The
Resolve Confirmation dialog appears.

Confirmation E |

Resolve / @ Are you sure UI# 100-000-0011 and UI# 100-000-0006 are not the same person?
Confirmation

dialog
(] 4 | Zancel I

Resolved tool

QK | 2 On the confirmation dialog, click OK. The Resolve Complete dialog
OK button appears.

MNokte |

Resolve Complete  / @ Record has been resolved.

dialog
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oK |

OK button

Merging Member Profiles

3 On the Resolve Complete dialog, click OK. The potential duplicate
flag is removed, and the profiles are no longer regarded as possible
duplicates of one another.

Note: When you resolve two potential duplicate profiles, a comment is
generated to each of the member profiles to indicate that the profiles were
once flagged as duplicates, but the flag has been removed.

Merging Member Profiles

Use the Merge
window to merge
two member profiles
that represent the
same member

Merge tool
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When you determine that two member profiles represent the same member,
you need to merge the profiles to form one profile that contains the member’s
most current information. The resulting profile is known as the Merge Result
Record.

.Merge Persons !li[ E
UID [100-000-0013 TO UID [100-000-0000

Update Date [12/17/2001 12:23:29 il Update Date [12/17/2001 09:30:14 -
Update User D LI Update User ID |GSMYTHE -
Last Mame fw/ARREN Last Name w/aRREN
First Wame [ELIZABETH First M ame |ELIZABETH
Middle Name JANE Middle M ame LILINE
DOEB J05./14/1960 DOEB J05./14/1360
Gender |FEMALE d Gender|[FEMALE -
Demographics | M Add | Phones | Aliases | Local IDsl Other IDs
Maiden IOHMNSON ﬂ Maiden ) OHNSOM =
Mather's Maiden Mather's Maiden |CEMTON -
I arital Skatus Marital Status MARRIED
Race wHITE Face|wHITE
Religion |ANGLICAN Religion
Language [ENGLISH Language [EMGLISH
Suffix Suffi
Title TitleMEDICAL DOCTOR
Ethricity j4MERICAN Ethnicity jMERICAN
“eteran Status MOMNE Weteran Status [MOME
= =
Comment Merge LCloze

» To merge two member profiles

Before you begin:
v" Obtain the UIDs of the member profiles you want to merge

1 On the application window, click Merge. The Merge window
appears.

2 In the UID field on the left side of the window, enter the UID of the
'merge from' member profile, and then press Enter. The fields on the
left side of the window are populated with the corresponding
member’s information.
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3 In the UID field on the right side of the window, enter the UID of the
'merge to' member profile, and then press Enter. The fields on the
right side of the window are populated.

4 To view any comments for either of the displayed profiles, click
Comment, and then select the member whose comments you want to
view from the dialog that appears.

Beommen: B

Select Person
& AWARREN, ELIZABETH--= 1000000013

 WARREN, ELIZABETH--»1000000000

OF. | Cancel |

When you are finished viewing comments, click Close.
The Merge window reappears.

&

Comment tool

Select the member
whose comments you
want to view

Clozea | °

Close tool

5 Do any of the following;:

To merge the profiles without retaining any information in the ‘merge from’
profile, continue to step 7.

To retain some identification information in the ‘merge from” profile,
double-click the fields in the upper portion of the window that
you want to keep in the new profile. A small arrow pointing to
the right appears next to the fields you choose.

Arrowheads indicate
which identification fields
in the 'merge from' profile

.Merge Persons !E n
UID [100-000-0013 TO UID (100-000-0000
Last Mame fWARREN = Last Hame fu/ARREN =
First Mame|ELIZABETH First Mame [ELIZABETH

Middle Name
Doe

Gender

Perzon Category
S5

HANE

05/14/1960

FEMALE

G58-05-5888

Middle Name
Doe

Gender

Person Categaory

LINE

05141960

FEMALE

FERSOM

ﬂ » -l 55M |555-44-4555 -

To retain any demographic information in the ‘merge from’ profile, double-
click the fields you want to keep on the Demographic page in the
'merge from' profile. A small arrow pointing to the right appears
next to the fields you chose.

will be retained

|.u

| Phones | Aliases | Local IDs I Other IDs |

Maiden IOHNSON ﬂ Maiden JOHMSON =]
Mother's Maiden Mother's Maiden [CENT OM —I
Marital Status Marital Status MARRIED
Race [wHITE Race|wHITE
Religion [4MNGLICAN Religion jAMGLICAN
Language [EMGLISH Language [EMGLISH
Suffix Suffi
Arrowheads indicate Title 3 Title MEDICAL DOCTOR
. - Ethicity[BMERICAN 3. 4 Ethnicity EMERICAN
which Flemog'raphlc fleldS' “eteran Status |NOMNE Weteran Status [NOME
in the 'merge from
profile will be retained = =
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To retain customized information in the ‘merge from’ profile, select the
Miscellaneous tab and then double-click the fields you want to
keep.

D grap | Phones | Aliases | Local IDs | Other IDs |
E-mailp'wARREN@HERE ORG ﬂ E-mail}/'wARREN@HERE.ORG ﬂ
Account Mo, [2423-87687 ﬁ 4 Account Mo, [2348-23433
Account Rep|[BRIAN SHATFIELD Account Rep [BRIAN SHATFIELD
. Referal MARCY PAGE ’ Referral [BETTY MARKS
Arrowheads indicate b. A
which demographic fields sl o el
in the 'merge from' Region[EAST Region[EAST
profile will be retained
=] =

To retain any address information in the ‘merge from’ profile, select the
Addresses tab and then make sure the checkboxes next to the
addresses you want to keep are selected. By default, all of the
addresses in the 'merge to' record are selected and all of the
addresses in the 'merge from' record are deselected.

D graphi | Mizcell | Phones | Aliases | Local IDs I Other IDs |
Ck| Address Type Addrezz] Ck| Address Type Address]
v |OFFICE 12237 WAYFIELD ROAD v \HOME 2434 SHORELINE DRIVE
. WORK 23478 BELMOUTH DRIVE
In this example, one a | r| | H
address record from
. . Address Type [OFFICE Address Tvpe fw/ORE
each profile will be Address1 [12237 WATFIELD ROAD Address1 23478 BELMOUTH DRIVE
kept Address2 Address2
Address3d Address3
Addressd Addressd
City [CAPE BLRR County [CAPE BLIRR City [CAPE BLIRR County [C4PE BURR
State[ET Zpfosgrs [ StateJET Zipfoseze [
Country JUMITED STATES Country JUNITED STATES

Note: In a field level merge, address information can only be selected in
blocks. Portions of an address cannot be selected, and all information
associated with the selected address is kept.

To retain any telephone numbers in the ‘merge from’ profile, select the
Phones tab and then make sure the checkboxes next to the
telephone numbers you want to keep are selected. By default, all
of the numbers in the 'merge to' record are selected and all of the
numbers in the 'merge from' record are deselected.

Demographics | Miscell | Add | Local IDs | Other IDs |
In this example, Only L Fhone Type . Fhone L Phone Type — Phaone
the telephone numbers CELLLILAR [959) 555-2387 v BUSINESS [985) 5551278 642
associated with the—/v HOME [3989) 5552873 V|HOME [389) 5557874
'merge to' profile will
be retained
1 | I3 I | il
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To retain any aliases in the ‘'merge from’ profile, select the Aliases tab and
then make sure the checkboxes next to the alias names you want
to keep are selected. By default, all of the aliases in the 'merge to'
record are selected and all of the aliases in the 'merge from' record
are deselected.

In this example, one
alias name from
each profile will be
retained

To view the local IDs that will be kept, select the Local tab. All local IDs
associated with both profiles will be retained in the new profile.
Local IDs cannot be deselected for a merge.

Ck  System | 1
Use the Local page to j
view all local IDs that 7
will be associated with___/ =
the resulting record
after the merge

To retain any non-unique IDs in the ‘merge from’ profile, select the Other
IDs tab and then make sure the checkboxes next to the IDs you
want to keep are selected. By default, all of the non-unique IDs in
the 'merge to' record are selected and all of the non-unique IDs in
the 'merge from' record are deselected.

In this example, two
IDs from the 'merge
to' profile and one ID___W [
from the 'merge from'
profile will be
retained
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6 Once you have selected the information in the 'merge from' profile
that you want to keep, click Merge on the Merge toolbar. The Merge

Merge tool Confirmation dialog appears.

Confirmation |

Merge Confirmation /
dialog @ UI Record 100-000-0000 will be kepk?

Ik || Cancel I

ok | 7 On the confirmation dialog, click OK. A second confirmation dialog
OK button appears.
Merge Persons |

Merge Confirmation /
dialog @ Are yol sure ko merge?
ves [ mo ]

Tes 8 On the Merge Result Record window, click Yes. The Merge Complete
Yes button dialog appears.
Mote

Merge Complete  / @ Merge is complete, UL record 100-000-0013 has been merged with UI record 100-000-0000,

dialog

oK | 9 On the Merge Complete dialog, click OK. The new profile is saved
OK button and the Merge window closes.

10 After you merge two profiles, review the local IDs for the kept record
to see if any of them need to be assigned a status of "Merged". By
default, all merged local IDs will still have a status of "Active". For
consistency, the status of the merged local IDs should be changed (for
more information, see "Assigning Merge Status to a Local ID" earlier
in this chapter.
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Notes:

B When you merge two profiles, a comment containing the merge information is
generated and added to both profiles.

B When you merge two profiles, a message is also generated to the ui_msg_detail
table to be sent to e*Gate with the information that a merge event has occurred
between these two profiles.

Unmerging Member Profiles

If two profiles are merged in error, the profiles can easily be separated using
the Unmerge function of e*Index. Unmerging two profiles returns both
profiles to their status prior to the merge. This means that if any updates
were made to the merged record after the records were merged, those
updates are lost.

.UnMerge Person
UID{100-000-000

M=1 E3

—Merged Record

UID [100-000-0000

Original Record
iI | 1D [100-000-001 3 iI

Last Mame [wARREN Last Mame [wARREN
Use the Unmerge First Name [ELIZEBETH First Name ELIZEBETH
Window to Middle Mame HUHE Middle Mame HANE
separate two DOE |05/14/1960 DOE J05/14/19280
. Gender [FEMALE Gender [FEMALE
profiles that were Persnn Catennm [EMPLIVEE | Parsnn CatenamlE MELTVEE =l
merged In error D graphi Miscell Add | Phones | Aliases | Local IDs | Other IDs
MaidenpJOHMNS 0N ﬂ Maiden IOHNSOM =
Mother's Maiden CENTOM Mather's Maiden —I
Marital status [MARRIED Marital status
Racef+HITE Face|wHITE
Feligion pNGLICAN Religion iaMHGLICAN
Language [EMGLISH Language [EMGLISH
Suiffis Suffix
Title|MEDICAL DOCTOR Title
Ethnic pMERICAN Ethric AMERICAM
et Status |MOMNE et Status |NOMNE
= =

il

Unmerge tool

| lmhd arma I

Cleea

Before you begin:

v" Obtain the UID number of the profile that is still active after the

merge process

» To unmerge two merged member profiles

Important! When you unmerge two records, any updates that were made to the

active merged record after the records were merged will be lost.

1 On the Primary toolbar, click Unmerge. The UnMerge window

appears with the Demographic page displayed.
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@ 3

Unmerge tool

Yes 4
Yes button

Unmerge Complete
dialog

EIKl 5

OK button

In the UID field at the top of the window, type the UID number of the
active profile you want to unmerge. The fields in both the Merged
Record and the Original Record sections are populated.

Note: The Merged Record that appears on the left side of the window
reflects the current state of the member profile after the merge. The Original
Record on the right side of the window reflects the state of the member profile
that was not kept during the merge.

Click Unmerge on the Unmerge toolbar. A warning dialog appears,
reminding you that any updates made after the records were merged
will be lost when you unmerge the records.

UnMerge Person |

Do wou wank bo unrmerge 100-000-00137

Yes | Mo I

@ &l updates after the Merge will be lost for 100-000-0000

Click Yes to continue unmerging the profiles. The Unmerge
Complete dialog appears.

Y

@ Unmerge is complete, UI Record 100-000-0013 has been unmerged.

On the Unmerge Complete dialog, click OK. Each member profile is
returned to its status prior to the merge, regardless of any updates
that may have been performed after the merge.

Notes:

When you unmerge two profiles, a comment containing the unmerge information
is generated and added to both profiles.

When you unmerge two profiles, a message is also generated and sent to e*Gate
with the information that an unmerge event has occurred between these two
profiles.
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Alias

An alternative name by which a member may be known, such as a nickname or maiden
name.

Alphanumeric Search
A type of search that looks for profiles that precisely match your specified criteria. This
type of search does not allow for misspellings or data entry errors.

Application window
All e*Index windows except for the first window that appears. Application windows are
used for specific functions and purposes, such as merging member records or deactivating
a member record.

Application window toolbar
The application window toolbar is located beneath the primary toolbar and is unique to
each application window. This toolbar contains tools for various functions that you can
perform from the active application window.

Audit trail

A stored history of a member's profile. This history displays changes made to a member's
demographic information as well as merges, unmerges, and so on.

Balloon help

A description of each toolbar button that appears when you hold the mouse pointer briefly
over the button.

Batch processes
When updates are performed in batch processes, several updates from external systems

are stored in a batch file. At a specified time, the updates stored in the batch file are made
to the e*Index database.

Deactivate
When you deactivate a member profile, that profile is no longer active and cannot be
modified or merged.
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Default
A value that is automatically entered into a specific field. For example, if you enter a zip
code, the city and state are automatically populated with default values. You can modify
default values if necessary.

Drop-down lists
A list of options that you can use to enter information into certain fields. These fields have
a down-arrow button on the right side that, when clicked, display a drop-down list of
options for that field.

Field

Any area on an e*Index window that contains information. Most field types contain text
or numerical information. Some fields require you to select a predefined value.

GUI

Graphical User Interface. This refers to the windows, buttons, and tools that you use to
perform functions within e*Index.

Local ID

A unique identification code assigned to a member in a specific system. A member may
have several local IDs in different systems.

Logon ID
The identification code that allows you to log on to e*Index applications. This code is
assigned to you by your system administrator.

Main menu
The uppermost menu on the e*Index windows. You can access all of the primary
functions of e*Index from this menu.

Master person index
A database that stores information on all of the members of a business enterprise,
regardless of the computer system from which the member information originates.

Matching probability weight
An indicator of how closely two member profiles match one another. The weight is
generated using matching algorithm logic, and is used to determine whether two profiles
represent the same person.

e*Index Global Identifier User's Guide 5-2 SeeBeyond Proprietary and Confidential



Glossary of Terms

Member
Any person who participates within your business enterprise. A member could be a
customer, employee, patient, and so on.

Member profile
A set of information that describes characteristics of an individual member. A profile
includes demographic and identification information about a member.

Merge
To join two member profiles that represent the same person into one member profile. You
can choose which information from each profile will be saved in the new member profile.

Merge history
A tree structure that displays a history of the profiles that have been merged together to
form the selected member profile.

Merged profile
A member profile that is no longer active because it has been merged into another member
profile.

Microhelp
Descriptions of the fields on e*Index windows. A field description appears in the status
bar when the cursor is in certain fields.

Non-unique ID
An identification code that may be assigned to several members in the database. For
example, if a family uses a single account or insurance policy, they will each be assigned
the same identification code for that account or policy.

Online documentation
Documentation that is provided in PDF format. These documents can be viewed and
printed using Acrobat Reader 3.0 or above.

Online help
A set of information and procedures that can be viewed on your computer monitor to help
you perform the functions of e*Index.
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Page
The portion of the window that displays the information for a specific tab. For example,
the Search page displays search criteria fields, and is accessed by clicking the Search tab.
Password

The unique password that, when used with your logon ID, allows you to log on to e*Index.
Your system administrator assigns your password, and may specify that you change your
password at certain intervals.

Phonetic search
A search that returns phonetic variations of the entered name, allowing room for
misspellings and typographic errors. This type of search can only be performed in the
Demographic Search section of the Inquiry window.

Potential duplicates
Two different member profiles that have a high probability of representing the same
person. The probability is determined using matching algorithm logic.

Predefined comment
A comment that has been previously defined by the System Administrator. To associate a
predefined comment with a member, you select a predefined comment from a drop down
list of options.

Primary toolbar
The uppermost toolbar on the e*Index windows. This toolbar allows you to access all of
the primary functions of e*Index by clicking on specific tools.

Quality Workstation

The computer workstation on which the e*Index GUI resides. The database is maintained
and monitored from this workstation.

Real-time
When updates occur in real-time, the e*Index database is modified at the time the updates
occur in your external systems.

System
A computer application within your company in which member information is entered,
such as a registration system.
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System-generated comment
A comment that is automatically generated to a member profile when specific transactions
occur. A message is generated when a profile is added, merged, unmerged, deactivated,
or resolved.

Tab

A heading on an application window that, when clicked, displays a different type of
information. For example, click the Results tab on the Search window to display the
resulting records from a search.

UID

The universal identification number assigned to each member entered in e*Index. This
number is used to cross-reference member records, and to uniquely identify each member
throughout your enterprise.

Unmerge
To unmerge two previously merged records. When you perform an unmerge, each profile
is returned to its status prior to the merge.

User-defined comment
A free-text comment that you can associate with a member profile to insert any
information you choose about the member.
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