Transfer Clients Between Programs
Summary

NOTE: Due to the dynamics of state government and the changing needs for the OASAS CDS (Client Data System), some items in this User Guide
might have been removed from the live CDS. Similarly, some new information may appear in the live system that is not reflected in this User Guide.
To find the most updated versions of CDS forms and instructions, click the Forms and Instructions tab on the page OASAS Applications Home,
located under CDS Documentation.

This User Guide will show the user the process of transferring clients from one program to another in the Client Data System (CDS).

The User Guide will show:

How to Open the CDS Application

Enter Program and Client ID Information
Enter Transition Information

Fixing Errors

NOTE: It would be helpful to be logged into the OASAS Client Data System application to better follow this User Guide. For more information on
logging into the OASAS Client Data System application, please review the Login and Change Password Tutorial or User Guide on the OASAS
Applications Home page, located at https://apps.oasas.ny.gov/portal/page/portal OASAS_APPS.



https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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1 | Welcome to the “Transferring a Client New York Eooas
BetWeen ProgramS" User GUIde- October 30, 2019 - Welcome Kristin Marando

If you are receiving an "intemal error” message using Internet Explorer to access OASAS applications, click here.

ThIS USGI’ GUIde Wl I I ShOW yOU hOW tO Your browser might need to be updated before Tuesday, December 4. Click here for more info.
tranSfer a Sl ng I e CI |ent or mu Itl ple Click this link to test your browser compatibility: https://encryption.ny.gov
CI |entS in a Slngle transactlon . To view instructions for enabling TLS 1.2 in the current version of each browser click here.

i -@ = : TR T—
After you Iog Into the OASAS For help with 0ASAS Applications: OASAS staff call (844) 891-1786; other users call (518) 485-2379, fax (518) 473-1316, or email healthhelp@its.ny.qov
Application Documentation CDS Documentation

Applications, you will be taken to the - . -
- - OASAS Applications Quick Tips / Help Desk Contact Info Forms and Instrus 15 User Guides ‘Online Tutorial
OASAS Applications page. e 1o

MSD (PAS-48) Frequently Asked Questions

To access OASAS Applications, you P ——— prap—

Wi I I CI ick the Appl ications tab. MM ) These Client Data System forms must be used for all Client D-ala System transactions w:ith tran-sa:hun dal?s onor aﬂer.AuH\ 1 2[?17. The Monthly Serv
Changing Contact Information Instructions with the April 2017 report that is due by May 10, 2017 All Client Data System transactions with transaction dates prior to April 1, 2017 must use th
Client Data System Bulletins tabs in this region regardless of the date they are entered in the system.

Links Consent Forms
NY State Links Authorization for Release of Behavioral Health Information (TRS-61. October 2014)
Office of Addiction Services and Supports EAQ
Department of Health Criminal Justice Consent for Drug Law Reform (TRS-49, October 2009)
Office of Mental Health FAQ
Office for People With Developmental Disabilities
Office of Child Services Forms and Instructions
County Planning System (CPS) Admission Form {PAS-44M, October 2018)
Perception of Care {PoC) Instructions
Perception of Care Documentation Accacemant Fnrm (BAS_A1H Ortnhar 20181
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To open the CDS Application, click the
Client Data System link to go to the
“CDS Home” page.

| Image
New York 4 State i State Agencies ISearCh NY.GOV |

September 26, 2017 - Welcome CDS TestUser01 [lanage Account Home  Logout
If you are receiving an "internal error" message using Internet Explorer to access OASAS applications, click here.

Applications

Client Data System Gambling Provider Directory System Monthly Service Delivery IPMES\Workscope Help

Applications and reports open in a separate browser and require pop-ups to be allowed for this website.
Click the notepad icon next to each report link for details about the report.

Client Data Svstem Application
Client Data System

Client Data System - Inquiry

STAR-QI
STAR-QI Reports
Performance Summary EData Quality Monitoring Missing Data Monitoring
Summary Report Admitted to CDS but not STAR-Ql in Last 30 Days First Request for Service Date Missing Report
Admitted to CDS but not STAR-Ql in Last 12 Months Appointment Status Missing Report
Admitted to CDS but not STAR-QI (All} First Clinical Service Date Expected Report
Discharged from CDS but not STAR-Ql in Last 30 Days Service Dates Missing Report
Discharged from CDS but not STAR-Ql in Last 12 Months Discharge Data Missing Report

Discharged from CDS but not STAR-QI {All}

Client Data System Batch System
CDS Batch Process (Production)

Client Data System Reports

Revised 12/2017
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3 | The first step will be to search for the .
client(s) you want to transfer. )/
L OSN3

From the “CDS Home” page, first click

the Transfer link to open the Transfer '

Search window.
CDS Home

+ Provider 99998 Brighter T. Inc. '
NOTE: CDS transfers can only occur s R T T E

between same-type programs within Actions
the same provider.

Admission Discharge Opioid Treatment Annual Update
Element Transition Crisis Episode Client Management
Transfer Assessment Waiting List

CDS Home | Home | Close Application | Help
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4 | This brings you to the “Transfer

Search” page where you may enter Transfer Search

search criteria to find clients to Provider - 99998 - Brighter Tomarrows, Inc.

transfer. The search will produce one

client or a list of clients from which Cureent Program - | v|

you can further select one or more S | R ]

To view a list of all clients eligible for

transfer, you would leave the selection ClientID Information

cr!ter!a fieIgis blank. To enter search Provider Client 1D - :

criteria to find a subset of clients, you

could either:

= Enter specific client identifying o [ ginDae: [ [[F] LestassN: [ | LastName2Char :| |
information under the Client ID (mmiddyyyy) (Brth Name)

Information section to select one
client, or ﬂ)

= Enter a date range during which
transactions occurred (i.e.,
admission dates).

Transfer | Home | Close Application | Help

This second approach would produce a
list of clients whose transactions (i.e.,
admissions) occurred during the period
you entered. You may select a
program from the Current Program
dropdown list to obtain a smaller
subset.
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5 Once the selection criteria are added,
click the Find button to view the
resulting list of client transfer
candidates who meet the search
criteria.

Here we are searching for clients that
are currently active in the identified
programs. If searching for clients with
transactions entered during a specific
time period, enter dates in Transaction
Date From/To.

Transfer Search
Provider - 99998 - Brighter Tomarrows, Inc.

Current Program : | 126 - Brighter Tomorrows-CD OP Clinic V|
Transaction Date: From : I:l To: I:l
(mmiddiyyyy] (mmiddiyyyy)

Client ID Information

Provider Client D | |
Sex - Birth Date : I:I Last 4 SSN - I:I Last Mame 2 Char : l:l

(mm/ddiyyyy) (Birth Name)

| Back )

Transfer | Home | Close Application | Help

(Eind )
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6 | Next you will see the resulting list of Enter New Transfer
tl’anSfeI’ CandldateS, as In the example Provider - 99998 - Brighter Tomorrows, Inc.
shown here. From this list, you can Sex / Birth
- D I Last 4 C T A
SeIeCt and tranSfer Cllents Provider SZII:IEIL:S? Current Program / Reintegration LOCADTR LOCADTR Created D:trlreefn':'o?rr;ls.
. . Client ID |Name 2 Char To Program Element Of Care Setting Assessment ID Date Date
TO do thls’ you fIrSt need to Iocate the g}g!ﬁ;% / 126 - Brighter Tomorrows-CD OP Clinic b l:l .5”3"2017
client(s) to be transferred. If the listis | wos7 ss1/as NECE V]| woy) [ ]
long, you can sort the list results by one e o, 126 Biighter Tomorrows CD OP Clinic v| I I:I Blamzor
- * i v =
of two fields shown at the top of the PO 1264710 | SCT) > L 1B
columns. These fields are Provider 21212000/ 126~ Brighter Tomorrows CD OP Clinic : he .5”’2””
Cli D dc T YT52698 9§32 / PO | V|-. History ) | V| ‘ diyyyy) |
lent an urrent Trans. '1:3.:;.?:;;9 ;126 - Brighter Tomorrows-CD OP Clinic h I:I . ] 6/5r2017
Date/To Trans. Date. K0S 263,70 | | Chistory ) | V]| (mmicdiyyyy L]
F le / . .
To sort clients by either of these fields, 2181989 / 126 - Brighter Tomorrows CD OP Ciinic . v |:| B 912012016
X X OA1256 3596 / TH | V|-. History ) | V| ‘ diyyyy) l:l
click on the field’s shadowed column
headlng _Back ) (_Bave )
Transfer | Home | Close Application | Help
7 | Inthis User Guide example, clicking Enter New Transfer

the shaded column heading “Provider
Client ID” sorted clients by that field.

99998 - Brighter Tomorrows, Inc.

Provider :
Sex / Birth
Date [ Last 4
Provider 55N / Last
Client ID
fale /
8/8/1965 /
KIO987 541/ AS
Female /
10/8/1999 /
LK0945t 5263/ TU
Female /
2/8/1989 /
0A1256 8596/ TH
Male /
6/5/1979 /
PO85669 4254 7 LD
Male /
2/2/2000 /
YT52698 9632 / PO
| Back )

Current Program /

126 -
®

Name 2 Char To Program

Element Of Care Setting

E—

Reintegration LOCADTR
Assessment ID Date Date

126 -

* |

126 -

"

126 -

"

126 -

"

Brighter Tomorrows-CD OP Clinic

| CHistory) | V||
Brighter Tomorrows-CD OP Clinic hd

v (History) | V||
Brighter Tomorrows-CD OP Clinic v

| CHistory) | V||
Brighter Tomorrows-CD OP Clinic hd

v CHistory) | V|
Brighter Tomorrows-CD OP Clinic hd

v (History) | V||

Current Trans.
LOCADTR Created Date / To Trans.

.6f13f201?
]

ddfyyyy)

|
|:| ] 6/512017
' {  |H

mmiddiyyyy)

I: . ] 9/29/2015
:

ddfyyyy)

&l
i

diyyyy) =

|:| ] 512017
syy) L[]

| Sawe )
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8 | For each client on the list that will be
transferred, you must select or enter the
new program, Element of Care (if
applicable), Reintegration Setting (if
applicable) you are transferring each
client to, and the transfer date. You
may also enter LOCADTR
Assessment ID, LOCADTR Created
Date,

If transferring multiple clients, you
must enter the above information for
each client.

Note: Element of Care and
Reintegration Setting apply only to
Part 820 residential treatment
programs. These items should be left
blank for all other service types.

LOCADTR Assessment ID and
LOCADTR Created Date are
optional items. You may submit a
transfer without submitting this
information. More information
regarding LOCADTR 3.0 can be found
at LOCADTR 3.0.

Enter New Transfer
Provider - 99998 - Brighter Tomorrows, Inc.

Sex / Birth
Date / Last 4

Current Trans.

Provider |SSN /Last  Current Program / Reintegration LOCADTR LOCADTR Created Date / To Trans.
Client ID |Name 2 Char To Program Element Of Care Setting Assessment ID Date Date

Male /

8.53.591965 / 126 - Brighter Tomarrows-CD OP Clinic hd 61312017
KIOSST  gsa1/AS V|. History ) | V| | (mmiddiyyyy) I:I

Female /

1[?_?&?1;99 / 126 - Brighter Tomorrows-CD OF Clinic v 6/5/2017
LK0%45t 5963 /TU ¥ V|. History ) | V| | (mmiddyyyy) —-I:I

Female /

oiatagq, 126 - Brighter Tomorrows-CD OP Cliic v o0t
OA1256 ggog/TH | v | History ) | v|| (mmiddiyyyy) I:I

Male /

6/1979; 126 Brighter Tomorrows-CD OP Clinic v [ B
POBAGEI 1254 / LO * V|. History ) | V| | (mmiddyyyy) I:I

Male /

oioao00; 126 - Brighter Tomorrows-CD OP Clinic v [ JBlomar
YT52698 9g32/PO V|. History ) | V|| (mmiddiyyyy] I:I
| Back ) | Gave )
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9a | To transfer a client, click the down
arrow of the To Program field in
his/her row to open the dropdown list.

Then, select the appropriate program
from the dropdown list.

Enter New Transfer

Provider : 99998 - Brighter Tomorrows, Inc.

Sex [ Birth
Date / Last 4 Current Trans.
Provider |SSN/Last  Current Program / Reintegration LOCADTR LOCADTR Created Date / To Trans.
Client ID |Name 2 Char To Program Element Of Care Setting Assessment [D Date Date
i
2‘13'5955 | jR—BrgherTomonone-CO.ORCla ‘ v 6/1312017
KID987 8541/ AS *| v|_ History) | v| | | (mm/ddiyyyy) I:I
Female /
\0/gogg ;126 Erighter Tomorrows-CD OP Clinic v| [ Besar
K0M&t gop3/Ty V| History ) | V| || (miosy) I:l
Female /
o/iage; 126~ Bighter Tomorrows-CD O Clinc v [ Bloosmns
OA1256  gg9g / TH * V|_ HiStDI’Y) | V| | | (mmiddfyyyy) ‘-.I:l
Male /
5_;;_;91979 / 126 - Brighter Tomorrows-CD OP Clinic v 12017
POBS6EY 1254/10 " v Hsor) | V]| I
Male /
2.;.;[][][] / 26 - Brighter Tomorrows-CD OP Clinic b 5172017
| v| | | (mmiddiyyyy) I:l

Y5269 o632/P0 |

V| History )

[ Back )

[ Gave )
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9b | In this User Guide example, the Enter New Transfer
program "128 - Bnghter Tomorrows - Provider . 99358 - Brighter Tomarmows, Inc
CD OP Clinic I1” is used as the Sex / Birth
; ; Date [ Lest4 [ Current Trans.
program Where the Cllent Wi ” be Provider [55N / Last o Blugte T e DL Dy La] Reintegration LOCADTR LOCADTR Created Date ! To Trans,
Client 1D [Name 2 Chak Td 128 - Brighter Tornorrows - CO OP Clinic I lement OF Care Setting Assessment 1D Date Date
transferred to. e i BT T T T R - | Bl
8181085 | 12 237 - Brighter Tomoerows - Meth Tx Clinic | > .k S | B 613z
KIDBET  ged4i/ AS *| 1411 - Brighter Tomarrows - CR Hisbory ) | bl || | it " E
Female / 1412 - Brighter Tornormows SRR2 T |
10iariegg ;12 1426 - Brighter Tomomows-CD IntRes wiChild | hl N L E GI52017
LKO0S45 5263/ TU * | 1465 - Brighter Tormarmows SRR3 Histary LY " —
— | 1501 - Brighter Tomarmows, Inc. SL | : : — : ; ]
Z‘EEITBEQJ 13 1503 - Brighter Tomorrews, Inc. RRSY il L | @ 232016
. * | 1505 - Brighter Tomarrows, Inc. SRh / 1 1T | Ay [ =
0A1256 / Hisho hl LEL " =
B59% ITH 1506 - Brighter Tormarrows, Inc. RR1 E - J. —1 - j
ale | 12 1507 - Brighter Tomamows, Inc. RR w @ 12017
— E"S"wf-'rg ! + | 1508 - Brighter Tomarmows, Inc. RRZ E : ol | 1r— ) T E
1254 /L0 1508 - Brighter Tomarrows, Inc. SR —— - : - |1
Male / 1510 - Brighter Tomarrows, Inc. SRt I
"
21212000 f 1,2 1511 - Brighter Tomarrows, Inc. RS L bl -k | | ﬁ 5172017 -
WT52658 9632/ PO 1512 - Brighter Tomarrows, Inc. SRi2 Histary ) ~ ! |
1513 - Brighter Tomarrows, Inc. RRA
1514 - Brighter Tomarrows, Inc. RR z
Back ) 1515 - Brgehter Tomarrows, Inc. RR _gawe )
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10

Next, you must enter the date of the
transfer. In this User Guide example,
the transfer date “09/12/2017”” was
entered in the To Trans. Date field.

The fields for LOCADTR Assessment
ID and LOCADTR Created Date
have also been completed.

NOTE: As with other date fields in
OASAS Applications, you can also use
the calendar feature to choose the date.
Simply click on the calendar icon to
open the calendar pop-up window.

Enter New Transfer

Provider : 99998 - Brighter Tomorrows, Inc.

SSN J Last
Provider|Name 2
Client ID|Char

Male / . -
a/8/1965 ;126 - Brighter Tomarrows-CD OF Clinic

Current Program /
To Program

W

KI09g7

8541/ AS *| 128 - Brighter Tomorrows - CD OP Clinic Il

v|( History )

Reintegration Assessment
Element Of Care Setting

LOCADTR

ID

v||854569

Male /
6/511979 / 128 Brighter Tomorrows-CD OP Clinic

POB566Y 1254 / LO

v|( History)

Male /

2212000/ 128 - Brighter Tomaorrows-CD OP Clinic
YT92698 9632 / PO

v|History )

Female
1;:’8:’1999 / 125 Brighter Tomorrows-CD OP Clinic

LK0945t 5263/ TU

v|(History)

Female /
;Br:]fg;g { 126 Brighter Tomorrows-CD OP Clinic

OA1256 38596/ TH

v|(History)

Current Trans.
LOCADTR Created Date / To Trans.

Date Date
0912/2017 | [l
(mmiddfyyyy)

(mm/ddhyyyy)
: Ismzw
: Imw
(mmiddfyyyy)
I:I .9&9#2[]15

Revised 12/2017
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11 | This is an example of a transfer for Enter New Transfer

ClientS tranSfel’l’ing between Part 820 Provider : 99998 - Brighter Tomarrows, Inc.
residential treatment programs. In this
example, two clients are being
transferred into two different Part 820
residential treatment programs. To

Last Current Trans.

Complete a transfer to a Part 820 Provider [Name 2  Current Program / Reintegration LOCADTR LOCADTR Created Date / To Trans.
Client ID [Char To Program Element Of Care Setting Assessment ID Date Date

program, the Element of Care must be

selected. A client can also move to a :;Tf;;;; 83"854 - Brighter Tomorrows, Inc SRR Rehabilitation v 4_!2_!2[]1?

different Element of Care while TG56321 g522/ AS | 87657 - Brighter Tomorrows SRR3 ZATETTF N v||25631 | midayyyy) J03r212017]

transferring to a different Part 820 Sar1999 / 87654 -Bigher Tomorows, nc SRR Reintegration \f] : W Blonmn

program If the Element of Care UY5269 7896/ AD *|8?655 - Brighter Tomarrows SRR1 V|._ Histor\r) |Scatter-8|te V| n6985 | (mmiddfyyyy) m

" . . Female / .
selected is Reintegration, a gy S Bt Tt 5 || : v|| o | F I4%
. . - - WUCH L

Reintegration Setting will need to be 2010 S =

selected as shown in the second row of 1/8/1989 / 87654 - Brighter Tomorrows, Inc SRR d I:I Bl arzonr

this example o2 i | 2 I—" — U —

NOTE: Th . . . ;_%ngl;;; 8*?'854 - Brighter Tomorrows, Inc SRR v I:I I4f1-f2[]1?
. e two fields identified above RUY658 G578/ RE | V|- History ) | VH | (e I:I

should be left blank when the “To

Program” is NOT a Part 820 residential | (gacx) (gave)

treatment program.

Revised 12/2017 Page 12 of 23



Transfer Clients Between Programs

Step | Instructions | Image

Close

12a | This page includes a History buttop Enter New Transfer
under Element of Care for each client. | proiger- 99998 - Brighter Tomorrows, Inc.
Although the button appears for each o
client, it only applies to Part 820 Birth
. . Date /
residential treatment programs. et 4
SSN/
Last Current Trans.
Provider [Name 2  Current Program / Reintegration LOCADTR LOCADTR Created Date / To Trans.
Client ID |{Char To Program Element Of Care Setting Assessment ID Date Date
Female / p—
43}115938 ; B7654 - Brighter Tomorrows, Inc SRR W 4-"2-"2[]”
TG56321 8522 /AS | 87657 - Brighter Tomorrows SRR3 | Cristory) | v||25631 | (mmianyyy) Joan22017
Male / - -
5_,;;1'999 ; 87654 - Brighter Tomorrows, Inc SRR [Reintegration /| W .4"2’20”
UY5269 7896/ AD | 87655 - Brighter Tomorrows SRR1 V|. Histor\r) |Scatter—8ite V||55985 | (mmiddiyyyy) ,
/
E.-?STleSS ; 87654 - Brighter Tomarrows, Inc SRR hd I:I .4"2"201?
RF521T gso0/10 © v | CHistory) | v|| | (mmiodiyyyy) —I:I
J —
ng_!ﬁgag / 87654 - Brighter Tomorrows, Inc SRR v 4?1;“201?
TY012012 6595 / PO | v CHistory) | v|| | (mmianyyy)
Female /
2.ng139;5 ; B7654 - Brighter Tomorrows, Inc SRR A l:l I‘””EUW
RU9658 6578 /RE w|(History ) | V|| | micdyyyy
( Back) ( Save )
12b | This is an example of the popup
window that will appear by clicking the
History button. The history of all L (& Transition History for Client RU9658 - Internet Explorer o || EH | ER oat
tra_nsaCtlonS_rel_ated to thIS tr_eatme_nt Program Date Transaction Type From/To Element of Care —
episode beginning at admission will be e e [ e —
displayed o : Stabilization YYY
' - From : Stabilization
. . 47654 041872017 Element Transition To - Rehahilitation
Click either Close or the “X” to close — e vy
A 87654 06/20/2017 Element Transition i,
this window. T To : Reintegration: Congregate
- From : Reintegration: Congregate
02/
87654 0770272017 Element Transition To - Reintegration Scatter-Site VY
87654 08/19/2017 Element Transition From - Reintegration: Scatter-Site
To : Rehabilitation VVY

Revised 12/2017
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12c | Finally, click the Save button to begin y U @ 3)
transferring the client to the new ( OASAS Home Cose Amication tels
program. \._, Improving Lives. m

9H5/2017 10:05:45.840
. . H_TF_TT(2)
NOTE: You may complete additional
transfers for clients displayed for this Enter New Transfer
Search prlor to SaVIng the infor‘lﬂnationl Provider - 99998 - BFIQhTEI’ Tomarrows, Inc.
Sex |/
Birth
Date /
Last 4
SSN/
Last LOCADTR Current Trans.
Provider|Name 2  Current Program / Reintegration Assessment LOCADTR Created Date / To Trans.
Client ID|Char To Program Element Of Care Setting D Date Date
i
e 065 /126 - Brighter Tomorrows-CD O Ciinc v 09122017 | [&] 611312017
KI0987 8541/ AS *| 128 - Brighter Tomorrows - CD OP Clinic |l V|-. Histary ) | v||854559 | (mmiddiyyyy) ,_
I
?S;gﬂlggg / 126 - Brighter Tomorrows-CD OP Clinic v BI5/2017 i
LK0945t 5263 /TU v | (Histary) | V|| | cmmaatyyyy) L]
Female /
5181939 126 - Brighter Tomorrows-CD OP Clinic v Blozsnoe
OA1256 596 /TH | v|CHistory) | vl | misaryyyy) "
!
glf;ﬁg?g I 126 - Brighter Tomorrows-CD OP Clinic 4 312017 i
POBEGET 1264 / LO *| V|-. Histary ) | V|| | (mmiddiyyyy) —.|:|
I
EUEEGUU / 126 - Brighter Tomorrows-CD OP Clinic v 5/1/2017 i
YT52698 9632 /PO | v|(History) | vl | mmidayyyy) L]
[ Back ) (Zae)
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13 | Next, a window will open reminding . )
you that no transfers will be accepted if Message from webpage [
ANY of the clients being transferred
are from a program where their

children are also living in residence ! If any ch_lldren are chec_ked in for any of the C|IE?:‘I’E or cllen.ts you are
d were checked in via the CDS (e.g transferring, the operation for all transfers on this page will fail. If the

an . . . I operation fails, transfer the clients with children using the Transfer

from a Residential program with action from the Client Search Results page (accessed from the Client

Children in Residence). Management link on the CDS home page). Then you may return to this
page for the remaining transfers.
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14a | Children in Residence
- - - (y OASAS Home QClose Application Help
If any of the clients in the list had a Impraving Lives.

child in residence, then all of the
transfers would fail as stated in the
message displayed. Enter New Transfer

Provider : 99998 - Brighter Tomorrows. Inc.

Test SM1S2017 13:21:36.009
H_TF_TT(2}

You would then click on the Home o
button at the top of the page to return to Last 4 e =
SSN/
the CDS Home page. From there, you - |Last _ _ o Current Trans.
; ; ; | el o B\, crancierring, the aperstion for all transrers on this pege wil o T the e
WOUId transfer the CllentS Wlth Chlldren M:ﬂ‘;lagrf To Program operationt’géils, traﬂsferthe clients with children u;ng theTranlsfer E Dote
. . e , _ Brighter Tomorrows-— in action from the Client Search Results page (accessed from the Client 6/13/2017
using the Transfer action from the woser SE15d T zn g Tomerows - C0 OF Nersgemetink o the (0 Pomepel Trenyoumayrumtotns |~ lostaro]
Client Search Results page (accessed oma99 / 126 Brigier Tomarone-CO O i ] e/5/2017
from the Client Management link on RO e ) o ———
A 126 - Brighter Tomorrows-CD OP Clin SELIEVE
the CDS home page). OA1256 5505 /TH | AL p— ) I:I
) e g/ 126 - Brighter Tomorrows-CD OP Clinic v 31172017
NOTE: See the Client Management & PO85669 1254 /1O ” | ~| Chistor ) I d | I I:I
Change Provider/Tracking ID User 21212000 / 126 - Brighter Tomarrows-CD O Clinic v - o WW
YT52698 9632 / PO Vl- Histary ) | ” |

Guide available on the Home tab of the
Applications site for more information B
regarding using Client Management to
transfer clients.

Save )
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14b | After selecting the client to transfer,
you will be directed to a Transfer page
that includes all the data items outlined
in this guide as well as an option to
transfer the child.

Select Client Transfer | |Go ) | Client Details & Episode Histow)

. . . Program Provider Client Birth Last 4 Last N\ame 2  Transaction Transaction
For any children in residence that are Select No ID Sex Date SSN Char Date Type

NOT to be transferred to the new ® |a2e BS012616 Female 1/1/1970 7070 7E 7/16/2016 Transfer
program, you would have to check O 1426 PB131313 Male 1/13/1983 1313 QQ 71412016 Transfer
them out of the program first. This can . = - Tooieee- - e - .
be done via the Client Management
link. For more details, see the Update
an Existing Transaction (& Entering Transfer To
Children into Client Record) Tutorial . _
and User GUide. * Program : A% * Transfer Date :

After client/child transfers are Element of Care v Reintegration Setting v

completed, you would return to the LOCADTR AssessmentD - | | LOCADTR Created Date -
"Enter New Transfer” page to complete ' (mmiddlyyyy
the remaining client-only transfers. Transfer Child In Residence = []

Back ) | Children in Residence) Save';l

NOTE: See Updating an Existing
Transaction and Enter Children User
Guide available on the Home tab of the
Applications site for more information
on Children in Residence transactions.
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15 |If nonelofhthe seLe;::ctjed tr_ansfe_rd clients Enter New Transfer
cqrrent y have chi r_en In residence, Provider - 99998 - Brighter Tomarrows, Inc.
click the OK button in the pop-up
window to complete the client ool
transfer(s). Date /
Last 4
SSN/ ——
Last Message from webpage kS Current Trans.
Provider|Name 2  Current Program / ted Date / To Trans.
Client ID|Char To Program l If any children are checked in for any of the client or clients you are Date
Male / i ) % transferring, the operation for all transfers on this page will fail If the 12
8/8/1965 / 126 Z Bnght.er Tomarrows-CD OF Clin operation fails, transfer the clients with children using the Transfer Loas
KIO987 8541/ AS | 128 - Brighter Tomorrows - CD OF action from the Client Search Results page (accessed from the Client = 091212017
Female / Management link on the CDS home page). Then you may return to this
13;&?1;99 / 126 - Brighter Tomorrows-CD OP Clin page for the remaining transfers., 6/5/2017
LK0MSt 5263 /TU | -
Female /
2.%?139;9 ; 126 - Brighter Tomorrows-CD OF Clin = 9/29/2016
OA1256 g9 /TH | =
Male /
2_;__;000 ; 126 - Brighter Tomarrows-CD OF Clinic | V| 5172017
YT52698 9632/ PO jt| V|. HiStDW) | V” | (mmlddlyyyy) "I:l
| Back ) | Gave )
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16 | When the transaction has been

successfully saved, you will see the
following confirmation message: (i) Information
“Transaction completed successfully!”

Enter New Transfer

- Transaction completed successfully!

AISO, note that the transaCtion for the Provider - 99998 - Brighter Tomarrows, Inc.

transferred client is gone from the list E—
of eligible transfers for this program ain
(i.e., the chosen “from” program). In Last 4
. . . SSN/
this example, the client with the Last LOCADTR Current Trans.
H H 3 7 Provider|Mame 2 Current Program / Reintegration Assessment LOCADTR Created Date f To Trans.
PrOVIder CIIentID Of K|0987 IS now Client ID|Char To Program Element Of Care Setting 1D Date Date
gone from the list. e 000/ 126 - Brighter Tomorrows-CD OP Clinic v 52017
YT52698 9632/PO " v | Histery ) | V]| | (rmiddryyyy L]
I
l;g.?gﬁlggg / 126 - Brighter Tomorrows-CD QP Clinic W 6/5/2017
LK0945t 5263 /TU |~ v | CHistary) | v|| | mmanyyy) -
gjf;lj;?g ; 126 - Brighter Tomorrows-CD OP Clinic hd 3172017
POB8E663 1254 /1O | ~|CHistory ) | M | mmiddnyyy) —-l:l
;_%nglgé ; 126 - Brighter Tomorrows-CD OP Clinic hd 9/29/2016
OA1256 gga6/TH | V|. Histary ) | VH | (mmiddiyyyy) —-:I

| Back ) | Save )
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17 | Any possible Error messages \_/viII Enter New Transfer

appear at the top of the page (if

applicable). You can use the @ Error

!nformatlon In the error message to - For Provider Client ID LK0945t == Transfers can only be made to programs of the same type.

identify and correct the problem. . .
Provider - 99998 - Brighter Tomorrows, Inc.

For example, if a transfer attempt is Sex

made to a program of a different o

service type, you would receive the Lastd

following error message: Last LOCADTR Current Trans.
Provider|Name 2  Current Program / Reintegration Assessment LOCADTR Created Date / To Trans.

o FOI’ Provider C||ent ID LK0945t:> Client ID|Char To Program Element Of Care Setting 1D Date Date

Transfers can only be made to |0/ 1936 /126 - Bighter Tomorrows-CD OP Cliic v [ JBlesmon

f th t . LK0945t 5263 /TU *| 139 - Brighter Tomorrows-CD Inpatient Rehab V|-. History) | V” | (mmiddfyyyy) —-
rograms o € same €.
Progd P e 126 - Brighter Tomorrows-CD OP Clinic v 9/29/2016

S (e — K —

OA1256 596 / TH

31,;',92500 , 126 - Brighter Tomorrows-CD OP Clinic v L [ Elsmer
YT52698 9632 /PO " | v (History) | v | mmiaayyyy) .
(Back ) (gave )
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18 | Once all errors are resolved and the
transaction is saved, you could make
additional transfers if needed and click
the Save button again to save those
new transfers.

NOTE: Depending on the size of your
screen, you may need to scroll down to
see the Save button.

Enter New Transfer

@ Information

- Transaction completed successfully!

Provider - 99998 - Brighter Tomorrows, Inc.

Current Program /
To Program

Provider|Name 2
Client ID|Char

Female /

10/8/1999 / 126 - Brighter Tomorrows-CD OP Clinic
LK0945t 5263/ TU

Female /
126 - Brighter Tomorrows-CD OP Clinic
2519891 | g

OA1256 8596/ TH

s 126 - Brighter Tomorrows-CD OP Clinic
21212000 / 126-Bng

YT52698 9632 / PO

LOCADTR Current Trans.
Reintegration Assessment LOCADTR Created Date / To Trans.
Element Of Care Setting 1D Date Date

W 6/5/2017

v|_ History ) | v|| | (mm/ddryyyy) I:I
v I:I 9/29/2016

V|. HiStDI’Y) | V|| | (mmiddiyyyy) N
v|_ History) | v|| | (mmiddryyyy) —.I:I

| Back )

[ Bave )

Revised 12/2017
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19 | To return to the “CDS Home” page to y (B /i) . Z)
perform a different task, you would ( OASAS tome Ciose Appication B
- \___, Improving Lives,
click Home at the top of the page. ﬁ
9/15/2017 10:10:34.606
H_TF_TT(3)
Enter New Transfer
@ Information
- Transaction completed successfully!
Provider - 99998 - Brighter Tomorrows, Inc.
Sex/
Birth
Date /
Last 4
SSN/
Last LOCADTR Current Trans.
Provider|[Name 2  Current Program / Reintegration Assessment LOCADTR Created Date /[ To Trans.
Client ID|Char To Program Element Of Care Setting 1D Date Date
||’
e g 126 - Brighter Tomorrows-CD OP Clinic v 3112017
POB5669 1254/ 1O | | Cristory ) | v | mmaaryyy) 2
Male /
2_;_;000 ; 126 - Brighter Tomorrows-CD OF Clinic v 5/1/2017
YT52698 9632/ PO " | | CHistory) | v | (mmisdyyyy) -
Female /
13:&?1;99 / 126 - Brighter Tomorrows-CD OP Clinic W B/E/201T
LKO945t 5263 /TU V|-. History ) | VH | (mmiddlyyyy) -
||’
e 126 - Brighter Tomorrows-CD OP Clinic v 9/29/2016
OA1256 ga96/TH | (CHistary) | vl | (mmiddiyyyy) *
| Back ) | Save )

Revised 12/2017 Page 22 of 23
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20 | Once you are finished entering
transfers and any other transactions,
you can return to the OASAS
Applications page by clicking on the
Close Application button to exit the SISET 101034600
application. o

YOASAS | cose pptoton | i

Improving Lives. Transfer

Enter New Transfer

@ Information

- Transaction completed successfully!

Provider - 99998 - Brighter Tomorrows, Inc.

Last LOCADTR Current Trans.
Provider|Name 2 Current Program / Reintegration Assessment LOCADTR Created Date / To Trans.
Client ID|Char To Program Element Of Care Setting 1D Date Date

Male /
5/e/1979 ;126 - Brighter Tomorrows-CD OP Clinic v L] Iamgw

POB56EY 1254 / LO t| V|-. History) | V” | (mmiddlyyyy)

Mal
2;2;2000 / 126 - Brighter Tomorrows-CD OP Clinic hd |:| . 5#1#2[]17

|
YT52698 9632/PO | v History ) | v | (mmiddiyyyy) "

?g?g.ﬁlggg ;126 - Brighter Tomorrows-CD OP Clinic v l:l . El6/512017
LK0945t 5263 /TU | v History) | vl | (omioatyyyy) L B

;faﬂaglggx, 126 - Brighter Tomorrows-CD OP Clinic v |:| .9r’29f2[]15
OA1256 5596/ TH * | V| CHistary) | v | esiyyyy) L B

[ Back ) (Bave )

Revised 12/2017 Page 23 of 23



	Transfer Clients Between Programs
	Summary


