ICOTS MERGE DIRECTIONS

Purpose:
Combine duplicate offender records into a single profile to ensure accurate demographics and a clean case history. 
What a Merge Does: 
· Combines all demographic information (photos, aliases, state IDs, etc.). 
· Creates new offender ID and new case IDs. 
· Allows searching by pre‑merge offender and case IDs (to find legacy references). 
· No further action is required once the merge has been processed. 

Quick checklist Before you begin (use every time)
· ✅ Supervised Individuals identified from e-mail requests, the Offender Management tab in ICOTS or via the Possible Duplicate Offenders report on the ICAOS Dashboards to identify likely duplicates prior to starting.

· ✅ In the ICAOS dashboard when working on the Possible Duplicate Offenders select download. (See section “How to initiate a merge request for directions” to submit a request to the National Office via ICOTS).

·  In the dashboard be mindful of the filters at the top of the report and ensure “All” is selected to capture all cases in the report (see image below). 
[image: ]
· Download the report via XLS icon [image: ]
· ✅All cases on both offender profiles are historical (withdrawn or closed). (Required to initiate a merge.) 
· ✅ Compact cases are NOT being merged together when (ICOTS cannot merge two compact cases under the same offender if they have different compact activities—e.g., one profile has a Transfer Request, and the other has an RFRI). 
· ✅ Run “Print All” for both offender profiles and retain record (ICOTS preserves the audit trail of who performed the action, not the data altered). 
· ✅ Understand the action fully and review both records end‑to‑end; do not approve a move or merge without a full review. 


Step‑by‑Step

1) Processing submitted Merge Requests by other states: 
1. Login into ICOTS, click the “Administrators” tab. 
2. Click “Offender Management” in ICOTS. 
3. Monitor the request status in Offender Management (pending/completed listings are available). 
4. Click “List Pending Merges” and “Continue”.
5. Either a list of cases to process will populate or cases you already processed.
6. Select the supervised individual you wish to work on.
7. Then work on verifying both profiles truly belong to the same person by matching/confirming names, DOB, photos, aliases, state IDs. 
8. It is recommended to go into each profile and not go directly based what is provided on the “merge consent” page.
2) Confirm eligibility:
1. Ensure every case on both profiles is withdrawn or closed (historical). This is required to initiate a merge. 
2. Confirm you are not attempting to merge compact cases with different activities. If you see two compact cases with different workflows (e.g., Transfer Request vs. Reporting Instructions), do not merge. 
3. Prior to approving, be sure to print all the records in each offender profile (see preserve records below for instructions)
4. Review again before approval: If a new active case appears while the merge request is pending, disapprove the merge. 

3) Preserve records (“Print All”):
1. Execute Print All on each offender profile that involve Colorado and save to your case file (electronic or hard copy) per state policy, because ICOTS only preserves who performed the action, not the data that was altered. 
· (Always Print All before submitting or consenting to a merge/move/delete request; retain records per state policy because ICOTS/National Office preserve only the audit trail of the actor, not the altered data.) 

2. To retain the clients, record in ICOTS. In ICOTS under the client’s profile, after selecting and clicking the radial button for the ICOTS case. Click “Print All” button under the “action” column for the compact case to be expunged, click “Select All
3. Scroll down and click “Submit”. All documents should merge and download into one PDF (it may take up to 10 seconds for the PDF download to be accessible). However, you will find cases where this doesn’t happen. This is because the records uploaded as attachments were not all compatible to merge into one PDF.  When this happens, after selecting all remove all the attachments records from the RFRI’s, RFRI-Replies, TIR and TIR-Replies. And click “submit” and save the PDF to the supervised individuals folder (see step below to create folder) in the Admin Tab under the “Merge” folder file under the DPS ICOTS Cases – Documents – All Documents.
4. Create a sub folder with the supervised individuals’ last name, first name and offender ID number(s).


4) Approve or Deny:
1. Approve the merge when all criteria are met and you have completed the above steps. 
2. In the Approval Choice, click the box confirming you have performed the print all
3. Click the Approve and in the comment, section provide your reasoning for the approval and how you confirmed this information.
4. Example Comment: The merge request appears to be the most appropriate. It is the same SI, the SS#, DOB match. And CO criminal case (20T3490) under profile 1095575 is of the same the case under profile 990926 in ICOTS case: 1745641. Thank you, CO ISC Probation
5. Deny the merge if it is not appropriate/eligible (refer to step 2).
6. Click disapprove and provide a comment to support your selection (note if the merge request would qualify under a delete or move).
7. Click submit.

How to Initiate a Merge Request
Initiate a Merge Request (for eligible records)
· Ensure Quick checklist is completed before initiating merge request

1. Open Offender Management in ICOTS, 
2. Click the radial button next to Merge Two Offenders (for the two offender profiles). 
3. In the fields that populate below ICOTS Offender Number 'A' and ICOTS Offender Number ‘B’ and click Continue. (ICOTS will notify all parties with a stake in the offender; their responses drive success/failure of the request.) 
4. Note: If an offender record already shows a pending move/merge/delete request, no further action is needed until that pending request is resolved. 



Post‑Merge verification
1. Confirm a new offender ID (and associated new case IDs) were generated. 
2. Test search by pre‑merge IDs to ensure you can still reference legacy items. 
3. Close the task; no additional action is required once processed. 

Monitoring
· Use the List Pending Merges
· Monitor the Merge requests biweekly
· Monitor your e-mails for any disapprovals to re-access next steps if a request is denied for a supervised individual’s case(s)/profile.
· Use the ICAOS Dashboards’ Possible Duplicate Offenders report on the ICAOS Dashboards to identify likely duplicates prior to starting. (See quick check list section for directions. 

Helpful Resource links from ICAOS: 
· https://support.interstatecompact.org/hc/en-us/articles/224745447-Merge-Move-and-Delete-Case-Requests
· https://support.interstatecompact.org/hc/en-us/articles/224744287-Can-t-Merge-Two-Compact-Cases-Under-the-Same-Supervised-Individual
· https://support.interstatecompact.org/hc/en-us/articles/115015774768-Possible-Duplicate-Offender-Data-Management
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