Follow the steps below to clean up the Look-Up Item Management in Care 3000:

Accessing Look-Up Item Management:

· Click on Settings in the menu bar and then click on Lookup Item Management.  The Lookup Item Management screen will appear.
Editing an Existing Item:

An existing item can be edited at any time; however, after it has been used it may be that the specific details cannot be changed.  To edit an existing item, follow these steps:

· Click on the plus (+) sign in front of the category of the variable to be edited in the tree view.  

· Click on the variable to be edited.

· The entry screen to the right will auto-populate with the chosen item’s details.

· Edit the appropriate information.  

· When all information has been entered, click on the Save button, located near the bottom center of the Lookup Item Management screen.

· A category name in the tree view cannot be edited.

Deleting an Existing Item:

An item can be deleted from Lookup Item Management only if it has not been used in the database and was not pre-defined by the program.  If the item has been used, or was pre-defined, use the Merge feature.  To delete an existing item from Lookup Item Management, follow the instructions below:

· Click on the plus (+) sign in front of the category of the variable to be deleted in the tree view.  

· Click on the variable to be deleted.

· Click on the Delete button in the upper left hand corner of the Lookup Item Management screen.  This will remove the item from the list.

· A category name in the tree view cannot be deleted.

Merge Lookup Item Management Items:

The Merge function is used to combine two variables within a Lookup Item Management category.  The user is able to select items to be replaced by other existing items in the tree view.  This feature is most often used to cleanup database reasons for multiple farms and ease data entry.  To merge items, follow the steps below:

· Select the item to be merged into another item in the tree view.
· NOTE:  Only “items” can be merged, not “categories”.
· Click on the Merge Items tab in the details panel.
· Click on the Replace With dropdown menu.
· Click on the item to be merged.
· Click on Replace.
· Click on Yes.
· Click on OK.
This process cannot be reversed - Once the user confirms by clicking on “YES" to Replace, the merge will happen
