
 
 
 
 
 
ROSS TIP:  IMP-2004-1 
Date:  April 12, 2004 – V2 
Subject: Deleting Duplicate Records and Reassigning User Roles After an Import 
 

_______________________________________________________ 
National Interagency Resource Ordering and Status System (ROSS) 
 

Page 1 of 9 

 
Cleaning Up Duplicate Records After Import 
 
If you hand-enter overhead personnel in ROSS and then import their qualification records  you will have 
duplicate Person and Resource Item records.  You need to delete the ROSS Person record and its associated 
Resource Item.  First we will explain how to delete a duplicate that does NOT have a User Account in ROSS.  
Then we’ll address the extra steps required to delete a duplicate record that has a User Account attached 
to their “ROSS” Person record (page 5). 
 
Follow these steps to delete a “ROSS” Record that DOES NOT have an associated User Account : 

1. Log on to the $ADMIN profile and go to the Person screen. 
 

 
 

(2) The ROSS 
record is easy 
to identify, 
since its mixed 
case and has a 
middle initial. 

(1) Log on 
to $ADMIN  
profile. 
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2. Search for the duplicate Person and make sure that you can distinguish the person’s name in the ROSS 
record from that in the imported record.  If they are identical, make an edit to the ROSS record that will 
distinguish it. 

3. Next, on the Resource Item screen, search for and highlight the duplicate Resource Item that matches the 
ROSS record from the Person screen. 

 

 
 

4. Delete the ROSS Resource Item. 
5. Return to the Person screen. 
6. REFRESH THE SCREEN (by pressing the “R” in the upper right hand corner of the screen) 
7. Search for the duplicate Person and highlight their “ROSS” record. 
8. Make sure the Overhead Resource box is not checked. 
9. Click the “Save” button and “Yes” to confirm the change. 
 

 

(3) The ROSS 
Resource Item 
(mixed case 
with a middle 
initial). 

(4) Delete the 
ROSS 
Resource 
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10. Click the Delete button to remove the selected record. 
11. Answer “Yes” to confirm the deletion. 
12. The “ROSS” Person and Resource Item records have been removed from the database. 
 

 
 
 
 
 
 
 
 

(7) Highlight  
the “ROSS” 
record (8) make sure the 

Overhead 
Resource Box is 
not checked 

(9) Save 
the change 

This may not 
say “ROSS” 

(6) Refresh 
the screen 
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NOTE:  A future version of ROSS will implement “cascading deletes”.  This will  
eliminate the need to delete the Resource Item before deleting the Person. 

 
 

(10) Click 
the Delete 
button 

(11) Confirm 
the deletion 
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Transferring User Account Privileges Between Duplicate Persons in ROSS 
 
If the “ROSS” Person record you wish to delete has a User Account, you must to transfer the User Roles to the 
imported Person record before deleting.  The following steps should be performed by the primary Account 
Manager for the dispatch office while logged on to the local $ADMIN account. 

This illustration shows duplicate Person records with a User Account profile attached to the “ROSS” record. 
 

 
 

Follow these steps to delete a “ROSS” Person Record that DOES HAVE an associated User Account : 
1. Log on to ROSS using the $ADMIN profile and go to the User Account screen. 
2. Use the drop-down boxes to select the appropriate Dispatch Organization and User. 
3. Make a record of the Person’s Provider Organization, User Name and assigned Roles.  (HINT:  to verify 

the Provider Organization check the Current Organization drop-down on the Person Screen.) 

User Account 
attached to the 
“ROSS” 
Person record.  
Transfer user 
privileges 
before deleting 
this Person. 

The Record 
Source for the 
highlighted 
Person record 
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4. Repeat steps 2 and 3 for each ROSS User that has duplicate Person record (i.e., a “ROSS” record and a 
record imported from a qualifications system). 

 

 
 
Sample table for recording Assigned User Roles for each duplicate Person: 
 
 
 
User Name 

Provider 
Organi- 
zation 

 
Acct 
Mgr 

 
Basic  
User 

 
Data 
Mgr 

 
Disp. 
Mgr. 

 
Dis- 

patcher 

Quals 
Import 
Mgr 

Select. 
Area  
Mgr 

Ofc. 
Not 

Disp. 
RKASTLER NC-NCF  X   X    
          
          
          
          

(2) Select the 
correct 
Organization 
and User Name 

(3) Make a 
record of the 
User’s 
Assigned 
Roles 

(1) Log on to 
$ADMIN  
profile 
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5. Where possible, use the Delete button to remove User Accounts that are tied to  duplicate Persons 

HINT:  A User Account may not be deleted if there is Request documentation associated with the user.  
In this case, remove all the User Roles and proceed to Step 7.   .   
CAUTION :  each dispatch office, except NICC, should have two $ADMIN accounts (their own and one 
for their parent dispatch office).  DO NOT DELETE THESE ACCOUNTS!  If ROSS TEAM 
members or the ROSS HELPDESK have Assigned Roles in your office, PLEASE DO NOT REMOVE 
THEM, as they may have been assisting you in problem solving. 

6. Confirm the deletion. 
 

 
 
7. Go back to page one of this ROSS Tip and follow the procedures to delete the ROSS Resource Item and 

Person records for each duplicate.  Return to page eight when you’re finished. 

(5) Click to 
remove 
Account for 
selected User 

(6) Confirm 
Account 
removal 
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8. After you have deleted the duplicate Person and Resource Item records, return to the User Account 

Screen.  
9. Select the correct Dispatch office for the first User Account on your list. 
10. Click the New button to begin recreating the User Account. 
11. Use the pop-up dialog box to Search for and Select the remaining Person record (i.e., the imported 

record). 
 

 
 
12. Using the information you recorded, recreate the first Person’s User Name and reset their default 

Password.   
HINT:  If you were unable to delete the original User Account (Step 5) due to associated Request 
documentation, you will have to create a different User Name or edit the old one.  User Names may not 
be duplicated. 

13. Using the table you created (page 6), reassign the User Roles. 

(9) Select 
correct 
Dispatch 
office 

(10) Click 
New button 
to recreate 
User 
Account 

(11) Search 
for the 
Person’s 
remaining 
(imported) 
record 
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14. Repeat for each Person on your list. 
15. Notify the affected Users that their Password has been reset to the default and advise them to log on and 

change their Password. 
HINT:  Advise Users if you changed their User Name because you could not delete their original User 
Account. 

 

 
 
 

 
 

(12) Reassign 
User Name 
and reset 
default 
Password 

(13) Reassign 
User Roles 
and click Save 


