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Converting Unknown Contact to Known Contact – QRC IOM 104-5.6 
 

Set client and 
investigation in 

context in 
Investigation Module

Click Search 
Exposures on Left-
Hand Navigation 

menu

The Search 
Exposures 

screen displays

Scroll down to the Unknown 
Contact fields. Type in 

available information, and 
then click Search

Click the Exposure ID/ Name 
hyperlink to view and update 

contact information

The Search 
Exposures screen 

redisplays

Scroll to Unknown/Anonymous Contacts section 
and click the radio button beside the Contact 

Name. Then click Update

The Maintain 
Transmission Event 

Details screen displays

In the Disposition Field select, 
“Converted to Client”. Then 

click Apply Update
Click Save

Page refreshes and updated client 
disposition displays as ‘Converted 
to Client.’ The Total All Contacts is 

decremented by one

Is the Contact an 
existing client within 

PNS?

Screen refreshes 
and confirmation 
message displays

Follow the procedure outlined in Add 
Known Contacts - Search for Existing 

Client Yes

Create a new client by following the 
procedure outlined in section Add 

Known Contacts - Create New Client

No

New known contact is added to the 
Acquisition Events table and 

confirmation messages display. The 
Total All Contacts increases by one

End

 
 

Points to Remember 

• Unknown Contacts can be converted to Known Contacts within the Maintain Transmission Event Details screen or by using 

Search Exposures to get to the relevant Maintain Transmission Event Details screen. 

• After converting an unknown contact to a known contact, the Total All Contacts will decrease by one as the contact must now be 

re-added to the known contacts table of the TE. After re-adding the contact as a known contact, the Total All Contacts will then 

increase by one, back to the initial number of Total All Contacts.  


