
 
How to Transfer a Record to a New Medical Facility  

 

Step 1: Select the record you would like to transfer.  

Step 2: Once in the record underneath the Other Links section you will see   
the Transfer Case page. Click the Transfer Case page.  

Step 3: The Transfer Case page will appear. Select the Transfer Medical   
Ownership To check box.  

 

Step 4: Use the magnify glass icon to search for the new facility.  

Step 5: Once the new facility is selected you will be taken back to the Transfer Case page, on the  Message box you can add any 

additional information.  

 

 

Step 6: Click Save to transfer the record. (You will be taken out of the record)  

The doctor will be able to locate the record if he/she is logged into the facility you transferred the  record to. The Doctor will 

be able to locate the record via his messages or by using the Locate Case option.  
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