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Quick Reference Guide: Transfer Referral

MH Residential allows Residential Providers to create new Referrals for Consumers on their active
caseload. This process is started from the Consumer’s Case Summary screen with the Transfer
button.

Quick Overview:

1. Start the transfer process by clicking on the button on the Consumer’s Case Summary
screen.
a. When the Consumer has been discharged, select “Discharged” from the Case Status drop-
down.

2. Complete and m the Transfer Referral Details pop-up. Synergy will automatically
navigate to the newly created Referral’s Individual Info screen. Information from the Case will
carry over into the new Referral.

3. Complete and Submit the new Referral. This includes completing the following required screens:

(X [ndividuaiinfo [ Individual Info Job Aid ]

(X RElEalinio [ Referral Info Job Aid ]

X Referral Reason [ Referral Reason Job Aid ]

(X ResidentiallEiving [ Residential Living Job Aid ]

€9 Treatment History [ Treatment History Job Aid ]

(X RusldRdctons [ Risk Factors Job Aid ]

(X Legal History [ Legal History Job Aid ]

(X Eeveliofitars [ Level of Care Job Aid ]

@5 | Applicant Authorization | . 3| LTSRAcknowledgement | i¢ 110 indicated Level of Care is LTSR.

[ Applicant Authorization Job Aid ] & [ LTSR Acknowledgement Job Aid ]

Once a screen has been completed, the navigation icon will change from a {5 or 8 toa 0 which
indicates that the mandatory information for this screen has been entered and saved.

4. Once the Applicant Authorization/LTSR Acknowledgement has been completed, click the

button in the top right corner of the screen to submit the Referral.

5. Once the Consumer has been accepted into a new bed placement, the current Case can then be
closed.
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http://s3.amazonaws.com/dhs-application-support/mh_res/ref_indiv_info_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_ref_info_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_ref_reason_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_res_living_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_tx_hx_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_risk_factors_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_legal_hx_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_level_of_care_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_applicant_auth_mh_res.pdf
http://s3.amazonaws.com/dhs-application-support/mh_res/ref_ltsr_aknowledgement_mh_res.pdf
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Initiating the Referral from the Active Case

1. From the BEEEMEIEIEN: | ocate the desired Case and click on the Case ID to bring the Case into
focus.

. ~ Case Information . . Summa .
a. Click on the tile. Then click on the 4 tile.

. T fi
2. { & Case Summary Wpane: Click ransfer

to transfer the Consumer to another bed.

¥ Case Summary -

*Denotes Required Fields  ** Denotes Half Mandatory Fields  Ctrl + Click fo Multi-Select and Deselect

Placement Date Case Status *

Provider Agency

CaselD

Priority Category * Estimated Discharge Date

Assigned Worker *

Bed Information

3. Complete the Transfer Referral Details pop-up:

Transfer Referral Details

Reason for Transfer™ o

-Select-

Description™® Q )

Cancel

a. Reason for Transfer: Select the reason for transfer from the drop-down.
b. Description: Enter details about the transfer.
c. Click SEEU

to save the information entered and initiate a transfer.

Clicking will close the pop-up without saving the information entered and the
transfer will not be initiated.

4. Synergy will automatically navigate to the newly created Referral’s Individual Info screen.
Information from the Case will carry over into the new Referral.

This Referral will also appear on the user’s BECEWLEICE ynder ( ¥ Pending Referrals W
Information from the Case will carry over into the new Referral.
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Completing and Submitting the new Referral

1. Complete and Submit the new Referral. This includes completing the following required screens:

(X Indi¥idualinto [ Individual Info Job Aid ]

(X Referral Info [ Referral Info Job Aid ]

(X RelalREason [ Referral Reason Job Aid ]

€9 ResidentialLiving [ Residential Living Job Aid ]

(X UICEEIEIGE ] B [ Treatment History Job Aid ]

X Risk Factors [ Risk Factors Job Aid ]

(X EesalEliseony [ Legal History Job Aid ]

(X LG G [ Level of Care Job Aid ]

& | Applicant Authorization | . G5 | LTSRAcknowledgement | ;¢ o indicated Level of Care is LTSR.

[ Applicant Authorization Job Aid ] & [ LTSR Acknowledgement Job Aid ]

Once a screen has been completed, the navigation icon will change from a G} or Q toa 0 which
indicates that the mandatory information for this screen has been entered and saved.

2. Once the Applicant Authorization/LTSR Acknowledgement has been completed, click the

button in the top right corner of the screen to submit the Referral.

T
34

v Referral Summary -

3. Once the Consumer has been accepted into a new bed placement, the current Case can then be
closed.

For more information...

For assistance, please contact the Allegheny County Service Desk at ServiceDesk@AlleghenyCounty.US or
call 412-350-HELP (4357). Select Option 2 for the DHS Service Desk.

To access iService, go to: https://servicedesk.alleghenycounty.us

This and other Job Aids can be found at: http://s3.amazonaws.com/dhs-application-support/index.htm or
http://dhsassist.dhs.allegheny.local for internal users.
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