SSISTraining Module

Vendor/Provider Clean-Up, Merge and Import in SSIS Worker
Reference: Beth Dewyre
Training Goal:

The purpose of this section isto instruct users on the functionality of determining which
Business Organizations may be eligible for deletion, those that may be duplicated, and
how to merge duplicate records.

Training Objectives:

At the end of this section, students will be able to:
Search for Business Organizations that have avariety of errors.
Fix the errors on records through SSIS or the Vendor Import Process.
Determine if a vendor record is a duplicate and merge the duplicates.
Determine is a vendor record can be deleted and how to delete the record.

Resour ces:
Business Organization in SSIS Worker Module
Website location not yet assigned

Vendor/Provider Clean-Up, Merge and Import in SSIS Fiscal
Website location not yet assigned

Business Organization Key Fields Handout
Website location not yet assigned

V3.8 Design Specifications for Data Interchange to County Accounting System (PDF)
http://www.dhs.state.mn.us/main/groups/county access/documents/pub/dhs id 029108.pdf
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Cuesto assist you in the module:

= User to perform an action

LS
ﬁ = Warning
L3
‘@ = Best Practice

P
«_.

e
[
Cag &b
S

= Refer to amodule or handout for more
information
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Graphics Instructions

I ntroduction

Prior to Version 3.8, Business Organization records for
foster care or day care providers and other vendors were
entered directly into SSIS by users who had the security
function of Create Provider. Due to this manual entry,
there may be errors or missing information in these
records, duplicated records, or these vendors may no
longer be used by the county to provide services.

Vendor records must be accurate before Vendor Import
IS enabled in the county. Business Organization Cleanup
permits users to identify these records and clean up data
in preparation for Vendor Import. Counties may also use
this function after Vendor Import is enabled to maintain
accurate and consistent vendor data between SSIS and
the County Accounting System.

Business Organization searches and Business
Organization Cleanup are available in both SSIS Worker
and SSIS Fiscal.

Security

Any user can search or view the records in which
potential errors or duplication exists. To perform the
merge function, the SSIS Administrative security role of
Merge Vendor must be assigned to the user’srole.
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Main Menu

&5 5515 Worker 3.8.p.0
File Edit | Yiew Tools ‘Window Help

m ﬁc; | E| User Ackivity Log. ..

Eﬁg] User Reminders/alerts, ..

Assignment Log, ..
Client Clearing Log
;ﬂ- Intake Log...
Approval Log
Service Agreement Approval Log
Title I¥-E Per Diems For Group Facilities

Bus. Org. Cleanup

IT Toolbar

| nstructions

To access the Business Organization Cleanup Search
screenin SSIS Worker:

1. Click on View.
2. Select Bus. Org. Cleanup.

Business Organization Cleanup Search Screen

ﬁ’r Business Organization Search e ||:||5|
- = EEOIDvE.nIE | = & |~
...... B Business Organization Search | = _I Rt m Bl Seaich On Dpen "l

Include:

=

5515 Bus. Org. #:  County Wendor #:

= Action ¥ |

Aswith the regular Business Organization Search screen,

the Business Organization Cleanup Search screen
displays with atreeview on the left side and a Detall

panel on the right side of the screen. The Detail panel has

three sections:

Search pand
Search Results grid

Preview pand. This panel displays details of the

Business Organization selected in the grid.
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Business Organization Cleanup Search Panel

Searches: ‘ M ax Results: m M| Search On Open "l

Include:
I arne; 5515 Bus. Org. #: County Yendaor #:
Il Search

Clear

On the upper section of the Detail pand isagray bar
used for customized searches.

-

7. Se the New Search Screens and Changes to
Treeview Searches Job Aidsfor more information on
customized searches.

The search filters for the Business Organization Cleanup
Search screen are:
- Include— pre-set search list of vendorswith
potentia errorsfor cleanup
Name— alows for a search by a vendor name
SSISBus. Org. #— alowsfor asearch by a
business organization’ s system-assigned number
County Vendor # —allows for asearch by a
vendor’s County Vendor Number.
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Include

Searches:

Include:

| nstructions

[

169 - Patentially Invalid Provider/Bus OrgMYendor Hames and County Provider Mumbers
196 - Prowiders with Duplicate County Provider Humbers E
197 - Prowiders that do nat have a County Provider Mumber =

200 - Patential Provider/Bus OrgMYendor Becords Available for Deletion Clear |
203 - Prowviderz with Duplicate Provider Mames

ﬁ241 - Paotentially Irvvalid County Provider Humber ﬁ

The Include field is a drop-down list of six pre-set
searches that produce results of vendors who match the
description of the selection from the list. These pre-sets
include all the vendor records that should be reviewed
for cleanup prior to Vendor Import.

To make the cleanup easier, it is recommended that
counties clean up their vendor data by conducting the
pre-set searches in the following order:

200

169

197

241.

The next several pages describe each pre-set search, give
tips on how these searches can be used to clean up
records, and suggest an order for the columns. The
searches are described in the order they appear in the
Include field drop-down list.

Social Services Information System (SSIS)
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Sear ch 169 — Potentially Invalid Provider/Bus
Org/Vendor Names and County Provider Numbers

Review and compare the records from this search against
vendor records in your County Accounting System (IFS
or other).
- If the names and county provider/vendor #sin
SSIS are the same as in the accounting system, no
action isrequired.
If the names and county provider/vendor #sin
SSI S should but do not match a name and vendor
# in the accounting system, change the name and
vendor # in SSIS to match the name and vendor #
in the accounting system.
If the vendor is no longer in use, remove the
county provider/vendor #in SSIS.

Tips:

In order for Vendor Import to work correctly, each
provider/vendor # in SSIS needs a corresponding vendor
# in the County Accounting System.
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The following columns and column order may make it
easier to review and compare the records in this search.
Use Choose Columns from the Grid Options Action
menu to add and remove columns.

County Vendor #

Name

SSISBus. Org. #

Parent Bus. Org. Name

# of Sub / Service Organizations

# of Licenses

# of Person Work

# of Person School

# of Matreatment Facility

# of Placements

# of Service Agreements.

Search 196 — Providerswith Duplicate County
Provider Numbers

Records in this search show vendors with duplicate
county vendor numbers. These records may or may not
be unique vendors.

- If the county vendor number is assigned to two (or
more) unique vendors, find the correct vendorin
the County Accounting System, then delete the
county vendor number from the incorrect record in
SSIS. Set up arecord in the County Accounting
System for the vendor that had the incorrect
number to give it a unique county vendor number.
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If the county vendor number is assigned to more
than one vendor and they are the same vendor,
merge the records or delete one of the records if
the vendor has no placement, work, school or
service agreements records attached to them. For
example, a vendor who is licensed for both child
and adult foster care may be entered as two
vendorsin SSIS and may have the same provider
number.

Tips:
The following columns and column order may make it
easier to review and compare the records in this search.
Use Choose Columns from the Grid Options Action
menu to add and remove columns.

County Vendor #

Name

SSISBus.Org. #

SSIS Provider #

# of Placements

# of Service Agreements.

Sear ch 197 — Providersthat do not have a County
Provider Number

Review and compare the records from this search against
vendor recordsin the County Accounting System (IFS or
other).
- |f the vendor exists in the county accounting
system, add the vendor number to the vendor
record in SSIS.
If the vendor does not exist in the County
Accounting System and the vendor will be used
for future payments or service agreements, set it
up in the accounting system and record the vendor
number in SSIS. A vendor in SSIS without a
vendor number cannot be used onaservice

Social Services Information System (SSIS) Version 3.8 1/27/05
Training Module — Bus Org Clean Up, Merge and Import in SSIS Worker Page 9 of 20



SSISTraining Module

Graphics Instructions
agreement and cannot have a payment made to it.
If the vendor will not be used for payments or
service agreements, no action is required.

Tips:

To avoid duplicatesin either system, check for al
possible name variations for matches in the accounting
system. For example, 10th Street Services vs Tenth
Street Services or ABC Printing vs Alfred B. Chase
Printing.

When Vendor Import is enabled, the import will
overwrite the vendor names in SSIS with the vendor
names from the County Accounting System records for
those records with matching vendor numbersin SSIS.

The following columns and column order may make it
easier to review and compare the records in this search.
Use Choose Columns from the Grid Options Action
menu to add and remove columns.

SSIS Provider #

Name

SSISBus. Org. #

SSIS Parent Bus. Org. #

County Vendor #.

Sear ch 200 — Potential Provider/Bus Org/Vendor
Records Available for Deletion

Records in this search are not attached to placements,
service agreements, licenses, maltreatment allegations,
employment records, school records, or professional
collaterals. Review these records to determine which
ones, if any, should be deleted.
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Tips:
The following columns and column order may make it
easier to review and compare the records in this search.
Use Choose Columns from the Grid Options Action
menu to add and remove columns.

County Vendor #

Name

SSIS Provider #

Status

Status Date

SSISBus. Org. #.

To delete a record:
1. Sdlect therecord in the Cleanup Search Results
grid.
2. Accessthe Action menu and select Delete.
3. Click Yes on the confirmation dialog box.

»
‘ Hint: Business Organization records can be
deleted if only the following records are entered:
Name
Address
Phone
E-mail
Client Will Serve Preferences
Services.
Business Organization records that cannot be deleted
are those that have:
- Alicense
Been sdlected for facility maltreatment report
Been selected for school records
Been selected for education records
Been salected for employment records
Placements
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Service agreements
Been associated with an SIS Scase.
When a Business Organization cannot be deleted, a
message stating that detailed records exist displays when
Delete is selected from the Action menu.

Sear ch 203 — Provider swith Duplicate Provider
Names
Records in this search are county vendors with duplicate
names but different Bus. Org. #s.
- If they are duplicates, decide which record to keep
and merge the duplicate into that one.
If these records have different County Vendor
numbers, and Vendor Import is not yet enabled in
the county, inactivate the County Vendor Number
in the County Accounting System for the Bus Org
that is being deleted to prevent the record from
importing back into SSIS.

Tips:
The following columns and column order may make it
easier to review and compare the records in this search.
Use Choose Columns from the Grid Options Action
menu to add and remove columns.
- Name

County Provider #

First Name

Last Name

SSISBus. Org. #

# of Placements.
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Search 241 — Potentially Invalid County Provider
Number

Records in this search have County Vendor Numbersin
SSIS that are not in the required numeric format. The
import process only allows numeric vaues up to 20
digits. Please change or remove the invaid number(s).

- If the vendor number in the County Accounting
System is the same as the County Vendor Number
listed is the search results Preview panel, change
both numbers to avalid numeric value.

If the County Accounting System uses non-
numeric characters for vendor numbers, please
contact SSI S.Fiscal @state.mn.us .

Tips:

In order for Vendor Import to work correctly, each
county provider/vendor # in SSIS needs a corresponding
vendor # in the County Accounting System.

The following columns and column order may make it
easier to review and compare the records in this search.
Use Choose Columns from the Grid Options Action
menu to add and remove columns.

County Vendor #

Name

SSISBus. Org. #

SSIS Parent Bus. Org. #

Comments.

To conduct a search for cleaning up vendor records:

()
1. Select one of the pre-set searches or enter other

filter criteria.
2. Click Search.
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Business Organization Cleanup Search Results Grid

E:Ean:he-::‘ Max Results: Bl Search On Open |||

Include:

I_ZM - Patentially Invalid County Provider Mumber j Search

5515 Bus. Org. #:  County Wendar #; =
I LClear |

e Ao

| County Yendor # | County Yendar # (Mumber) | Oig. Status | Parent Bus, Org, Mame| 5515 Ind. Prov. Parson #| Ind. Prov. First Name | Ind. Prov. . [#of.. |#of.. |#of.[#af. |#of. |Hof. |#of. [#of. |#ofSve..
shd 1] [1] 1] 0 0 [1] [1] 1] 0;
103832535 Meyer, Elizabeth 221842
m 103892541 Betsy's Foster C... 18224 olive

The Search Results grid lists information about the found
records in the following columns:
- Bus Org Glyph
SSISBus. Org. #
County Vendor # —display ‘contains’ search
results of county vendor # s, e.g., aphabetic
characters, leading 000s or partia vendor # entry
County Vendor # (Number) — displays county
vendor #s that contain only numeric characters
Status — displays the status, e.g., Active, Inactive
or Disqualified
Parent Bus. Org. Name
First Name — displays the first name of individual
providers
Last Name — displays the last name of individual
providers
# of Person Work — displays the number of work
records to which this business organization is
attached
# of Person School — displays the number of
school records to which this business organization
IS attached
# of Maltreatment Facility — displays the number
of facility maltreatment records to which this
business organization is attached
# of Sub / Services Organizations — displays the
number of sub-service business organization
records to which this business organization is
attached
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# of Placements — displays the number of
placements where this business organization was
used as the vendor

# of Licenses— displays the number of licenses
entered for this business organization

# of Cases — displays the number of casesto which
this business organization is attached

# of Service Agreements — displays the number of
service agreements where this business
organization was used as the vendor.

Users should thoroughly review the records displayed in
the Results grid, using the Preview panel, business
organization treeview folders and county accounting
records to determine which records to merge or delete.

"
ﬁ Warning: Caution should be taken to ensure the
records selected are correct since Merge and Delete
actions are not reversible.

7. Spe the Business Organization module for complete
documentation of the Business Organization Preview

pandl, treeview and Action menu.

To merge a business organization record:
1. Sdect the record to be kept in the Results grid.
2. Accessthe Action menu and select, Merge.

Social Services Information System (SSIS) Version 3.8 1/27/05
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Business Organization Merge Screen

Mevyer, Elizabeth

Buz Org 1 [Keep): IMeyer, Elizabeth

Bus Org 2 [Delate]: ||5I3|EI3|: business organization

Bl 8Bl x

kerge Cancel |

The Business Organization Merge screen displays the
following information:
- The selected business organization in the title
banner
Bus Org 1 (Keep) — the name of the vendor record
selected in the Cleanup Search Results grid.
Bus Org 2 (Delete) — blank when opened, thisfield
allows for a search of the business organization
that will be merged with the Keep record.

Business Or ganization Merge Confirmation Screen

Meyer, Elizabeth ' |

The follawing change(z] will occur as a result of the merge:

Care Provider Information entered far
Mo Address Information to merge.

Mo Phone Information to merge,

Mo E-mail Infarmation to merge.

Mo Bus. Org. Will Serve Prefs Information to merge.
Mo Bus Org. Services Information to merge.

Mo Person Waork Information o merge.

Mo Perzon School Information to merge.

Mo Placement Infarmation to merge.

Mo Service Agreement Infarmation to merge.

Mo Case Information to merge.

Mo License [nformation to merge.

Mo Parent / Payee Information to merge.

Mo Sub / Service Organization Information to merge.
Betay'z Foster Care will be deleted.

Are you sure you want to merge?

0K I Cancel
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When M er ge is clicked on the Merge screen, a Business
Organization Merge Confirmation screen displays listing
the actions that are taken during the merge specific to the
selected record, and that the Bus. Org 2 record is being
deleted.

The result of merging two (or more) vendor records into
one record is that any:
Addresses from the deleted Business Organization
record are listed under the Addresses folder for the
kept Business Organization record and the typeis
listed as Other/Unknown.
Phone numbers from the deleted Business
Organization record are listed under the Phones
folder for the kept Business Organization record
and the type is listed as Other.
E-mail addresses from the deleted Business
Organization record are listed under the E-mails
folder for the kept Business Organization record
and the type is listed as Work.

Users can review the newly added address, phone or
e-mail records to determine if they should be deleted or
kept. If kept, the user should edit the record to reflect the
appropriate type, e.g., Mailing address instead of
Other/Unknown.

The deleted Business Organization record is no longer
searchable in SSIS.
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Maintaining Vendor Records After Vendor Import is
Enabled

Once Vendor Import is enabled in the county, best
practice suggestions for vendor records are:

- County licensed foster care vendors — Counties are
advised to wait until the foster care vendor is set
up in the County Accounting System and imported
into SSIS before associating or setting up the case
vendor in a licensng workgroup. By waiting, the
user can readily select the imported vendor when
performing this action and thus reduce data entry.
Following these steps also reduces the need to
merge the records using business organization
cleanup.

If it is not possible to wait for the foster care
vendor to be imported from the County
Accounting System into SSIS, and the record is
entered into SSIS, and a case provider is setup
through the foster care workgroup -- after the
vendor record isimported, use business

organi zation cleanup to search for the provider
record and merge the two records.

If abusiness organization isfirst entered into SSIS
as a non-vendor and later becomes a vendor, use
business organization cleanup, searching by the
SSIS Bus. Org. #, and merge the non-vendor
record with the imported vendor record.

The best option for a business organization that is
first entered into SSIS as a non-vendor record and
later becomes a vendor isto put the County
Vendor # in the SSIS record. Then the Vendor
Import process can overwrite the record and no
duplicate is created.
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Vendor Import

I ntroduction

Vendor Import is designed to ensure vendor information
is the same in the County Accounting System and SSIS
and to reduce duplicate entry and to facilitate accurate
payment to the vendor. Thisis accomplished by entering
the vendor record into the County Accounting System,
which is the master record, and then importing the
vendor information into SSIS.

When the appropriate conditions are met, the County
Accounting System can also send a vendor purge request
to SSIS, and the vendor record will be purged from the
SSIS database

Vendor Import Preferences

-+ @|0-E =@ B|x 8|

Genaral Preferances |I"-'Iudu|e Availability | Retentian Feriod | Ventor mpor Prederences

Flazt neme | P address | 123.210.8.14

Ceatabaze byps | ORACLE

Datobhase Henlty | OR-14

wiendor Import fabie name |V|‘;II.1POF!T

Wendors in S2I% table names | EGISYNDR

e [ Pragasn

Pz |srrrmn e mn s

- J—
im0 frepiancy: Evary [ MinteE
e

Usar 1o recerre alorts |
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The County Vendor Import Preferences screenis
accessed through Security Admin. A tab in County
Preferencesistitled Vendor Import Preferences. Thisis
where information is entered by the county to set up the
import. Thisinformation is used by the import service to
access the import files and to control how often the
import service runs. Another field identifies who to
notify if errorsin the process occur.

Once the county preferences for import are set and the
vendor datais cleaned up, SSIS enables Vendor Import
within the county.

After the import is enabled, an Import Log is accessible
through SSIS Fiscal to view the actions by the import
service during the import process. The Vendor Import
Log is not accessible in SSIS Worker.

7. gae the Vendor/Provider Cleanu p, Merge and
Import in SSISFiscal module for more information on
Vendor Import.

7. ¥ See the V3.8 Design Specifications for Data
Interchange to County Accounting System for more
information on the import process, codes and details of
the Import Log.
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