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Data Cleansing Guide for Best Practice  
(Steps taken from Bp Premier Knowledge Base) 
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Data Cleansing Inactive Patients 

From the main Best Practice screen, select Utilities > Search 

On the Database Search screen, select the Visits. Change the From date to the date you have chosen as the cut-off 
between active and inactive patients. Click on NOT, then Add 

Click on Run query to generate the list of patients to be inactivated. 

 

Once you have the list of patients to inactivate, select File > Mark as inactive 

You will get a warning that all patients in the list will be marked as inactive. Click on Yes to continue. 

 

Reactivate patients 
Untick Inactive in the patient demographic to reactivate a patient. 

To automatically reactivate a patient if the patient has notes recorded in their record, from the Bp 
Premier home screen select Setup > Configuration and tick Reactivate inactive patients if they have notes 
recorded. 
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Data Cleansing Duplicate Patients 

Search for duplicate patients 
Several queries are supplied with Bp Premier to search for patient records with the same first name and surname. 
The search is case-insensitive. 

1. Select Utilities > Search to open the Database Search screen. 

2. Click Load query from the right hand buttons. 

3. In the Windows file explorer, browse to C:\Program Files\Best Practice 
Software\BPS\SuppliedQueries\Demographics. 

4. Select one of the supplied queries: 

Duplicated active patients with 
matching Surname and Firstname 

Returns all active patients with a surname and first name that match. 

Duplicated Patients with matching 
Surname and Firstname 

Returns all deceased, inactive, and active patients with a surname and 
first name that match. 

Duplicated patients by dob, name Returns all active patients with a surname, first name, and date of birth 
that match. Run this query if your practice has patients that share the 
same name, for example, two different patients called 'John Smith'. 

 

5. Click Open to load the query. 

6. From Database Search, click Run query. Any matching patients will be returned. 

7. Note the patient names with duplicates. You may wish to use the Patient Merge tool or mark one of the 
records as inactive. 

 

Merge patients  
You must have the Merge patients permission set to Allow access in order to merge patients. 

1. Select View > Patients from the main screen. The Patient list screen will appear. 

https://kb.bpsoftware.net/bppremier/Orchid/Utilities/MergingPatientRecords.htm
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2. Search for the patient by surname, firstname. Both records should be listed in the patient list. The records will 
have the same name and details. 

3. Select the patient record that you want to keep. 

4. Select Edit > Merge from the menu. If the Merge option is not available, speak to your system administrator 
to have the user permission added. 

5. Read the Merge Patients warning prompt that appears. If you are sure you have the right patient, click Yes. 

  

6. Search for the patient to merge by surname. The patient selected here will be merged with the first patient 
and the record removed from the database. 

 

7. Select the patient and click Select. 

8. The second patient record will now be removed and any notes, results, documents, and patient data 
recorded for the patient will be moved to the patient selected in step 3. 
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Cleaning up un-coded and free text data 

Bp Premier offers data clean up utilities that can merge: 

 obsolete contact categories 

 document categories 

 reminders 

 un-coded past history items. 

These functions are often required when clinical data has been imported from another application by a conversion 
utility, or when you practice is preparing for a data extraction exercise such as PIP reporting. Many other packages 
allow users to enter free text descriptions, which can cause inconsistent data. Bp Premier's clean up functions 
map free text items to a coded item that your practice uses as a standard. 

 

Clean up contact categories 
1. From the main Best Practice screen, select Setup > Configuration > Lists. 

2. In the Contact category section, click Clean Up. The Clean up categories screen will appear. 

   

The left hand side shows all the contact 
categories that are used 
in Contact records: both entered 
as free text and from the 
coded Category drop-down. 

 

The right hand side shows all the contact 
categories that have been added into 
the Configuration > Lists categories 
table. 
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3. Before you start the clean up process, it is good practice to ensure that the Categories list contains only 
those categories that you feel are relevant for your clinic's use. Edit and remove unwanted categories from 
the Configuration > Lists screen. 

4. To merge contacts, select the items on the left hand side that you want to merge into a category on the 
right hand side. Select multiple items by using Ctrl+Click. 

5. Once the items are selected on the left hand side, select the item on the right you wish to merge them to. 

6. Click Change. A prompt will display to ensure you wish to change the highlighted contact types to a 
category. 

7. Make sure that you have the correct items selected and click Yes to merge. 

8. Repeat steps 4–7 for any other contact categories you want to clean up. Click Close to return to 
the Configuration screen. 

 

 

Clean up document types 
1. From the main Best Practice screen, select Setup > Configuration > Lists. 

2. In the Document type section, click Clean Up. The Clean up documents screen will appear. 

 

The left hand side shows all the document types that are associated with documents within the database: both 
entered as free text and from the coded document types drop-down. 

The right hand side shows all the Document Types that have been actually added into 
the Configuration > Document types table. 



7 
 

Public 

3. Before you start the clean up process, it is good practice to ensure that the Categories contains only 
document types that you feel are relevant for your clinic's use. Edit and remove unwanted document 
categories from the Configuration > Lists screen. 

4. To merge document categories, select the items on the left hand side that you want to merge into a 
category on the right hand side. Select multiple items by using Ctrl+Click. 

5. Select Save current Category as Subject to save the left hand side document category as the subject of the 
merged document. This will ensure that documents are still labelled correctly. 

6. Once the items are selected on the left hand side, select the item on the right you wish to merge them to. 

7. Click Change. A prompt will display to ensure you wish to change the selected document types to a 
category. 

8. Make sure that you have the correct items selected and click Yes to merge. 

9. Repeat steps 4–8 for any other document categories you want to clean up. Click Close to return to 
the Configuration screen. 

 

 

Clean up reminder reasons 
1. From the main Best Practice screen, select Setup > Configuration > Reminders. 

2. In the Reminder Reason section, click Clean Up. The Clean up reminders screen will appear. 

 

The left hand side shows all the Reminder reasons associated with reminders in the database: both entered 
as free text and from the coded Reminder reason drop-down. 

The right hand side shows all the reminder reasons that have been actually added into the reminder reason table 
on the previous screen. 
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3. Before you start the clean up process, it is good practice to ensure that the Reasons list contains only 
Reminder reasons that you feel are relevant for your clinic's use. Edit and remove unwanted reasons from 
the Configuration > Reminders screen. 

4. Select the items on the left hand side that you want to merge into a category on the right hand side. Select 
multiple items by using Ctrl+Click. 

5. Once the items are selected on the left hand side, select the item on the right you wish to merge them to. 

6. Click Change. A prompt will display to ensure you wish to change the selected reasons to a category. 

7. Make sure that you have the correct items selected and click Yes to merge. 

8. Repeat steps 4–7 for any other reminders you want to clean up. Click Close to return to 
the Configuration screen. 

 

Clean up uncoded Past History items 
You can clean up uncoded conditions that have been recorded in the Past History section of Best 
Practice. Cleaning up uncoded items makes it easier to perform database searches and manage third-party clinical 
audit tools. 

Past history clean up is not accessed through the Bp Premier main screen, but through the Bp Premier Utilities 
functions. Users will need the Past History user permission set to 'Add/Edit/Delete' to use this clean up function. 

1. From the desktop, select the Windows logo in the bottom left > Apps > BP Utilities. 

2. Select your user name from the drop down list and enter your password. 

3. Double-click on the Cleanup history icon. The Past History clean up screen will appear. 
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The Uncoded Past History Items list shows all past history entries entered into the database, from a 
conversion or free text. The Conditions list is the list of coded conditions entered into Best Practice. 

4. On the left hand side, select the items that will be merged to a coded condition. 

5. To filter the coded Condition list, enter the coded condition you want to map to into the keyword search 
field and click Keyword. 

6. Select the condition to merge to and click Replace. In the example above, several free text abbreviations 
for diabetes are being remapped to the coded condition 'Diabetes Mellitus - Type 2'. 

7. A prompt will display to ensure you wish to merge the selected items to a category. Make sure that you 
have the correct items selected and click Yes. 

8. Repeat steps 4–7 for any other uncoded items you want to clean up. Click Close to close the Past 
History clean up screen. 
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Add reminders, past history, cervical screening (CST) results directly from the Inbox. 

 Update patient data such as reminders, past history and cervical screening while checking results in the Inbox.  

 

Update patient medications to add medication started by a specialist or elsewhere. 

Go to Current Rx then add medications click on Mediation started by specialist or elsewhere 
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