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Cloning Single Records

To create a new record that has the same owner, contact or licensed 

professional information as an existing record, use the cloning feature.

When you clone a record, a duplicate of the original record is being created 

but with a new record ID number.  The source record is the parent record, 

and the new cloned record is the child.

Please see your BuildSA Change Agent or Supervisor with any questions 

about the Cloning Single Records process.



1. Retrieve the record.

2. Click the Record ID hyperlink to access the 

record.



3. From the Record’s navigation bar, click on the Related Records

tab.

4. Click on Clone Sgl. 

NOTE: DSD is not using the Clone Multiple (Cline Mult) feature at 

this time.



5. The Record Picker form displays. Click to select the record 

type for the child record. 



6. The Data Element selection form displays. Check the box to the 

left of fields you want copied over to the child record. Select 

Parcel, Owner and Address fields.

7. Click Continue.



Note: Blue text hyperlinks display additional field options 

to copy. 



8. The APPLICATION 

INTAKE Form displays.

9. Complete all required 

fields for the new child 

record.

10.Click Submit.  BuildSA 

systematically relates it 

to the parent record.





Cloning Single Records

Congratulations!

This concludes Module Eleven

It is time to test your recall……



TEST YOUR RECALL

1. When you clone a single record, you are creating a ____ of the 

original record.

2. The source record of the cloned record is the parent record. 

___True ___False

3. The cloned record is systematically given a new record ID number. 

____True ____False.

Answers on the next slide…



If you answered:

1. Duplicate

2. True

3. Sibling

4. True

You are correct!

Time to begin the next 

module…
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