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Rationale

On very rare occasions, and on the instructions of the Scheme Administrator, a participant may
require a new code. This procedure details the method for changing the code in the database and
informing the participant of the new code.

Method

Open the database

2. Add a new entry to the Medics table, duplicating all the participant's details from the previous
code.

3. Disable, but do not delete, the previous code by adding an 'N' to the participant field and adding
the date to the 'Excluded from Batches' field. Add a comment to the comment field about the
change.

Open the Results table and replace all instances of the old code with the new one.
Open the Educational Batches table and replace all instances of the old code with the new one.

Check that the following tables do not include the old code -
Codes Chosen

T19 before exclusion of D

T21 Before ACP Changes

tblExclusions

JHG Summary

tbIJHGSummaryTxx

EducationalReturnsExx

and if they do, replace with the new code.

Inform Scheme Secretary of the change so that they can issue the new code to the participant.

8. As this step should not be taken without a great deal of correspondence, there is no need to
retain any further details of the change in the database.
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