Bridges Case Transfer Guide

These instructions pertain to the following case transfers:
PCSA YAS Case to Bridges Case
Bridges Case to PCSA YAS Case
Bridges Regional Agency to Bridges Regional Agency

Before a transfer can be completed, the transferring agency of the current case must complete any
outstanding items in their case, such as activity logs, plans and case services. The agency receiving the

case must complete an Intake and link it to case being transferred.

Once the outstanding items have been completed, the transferring agency of the current case will
initiate the case transfer using the following steps:

Click the “Agency Case Transfer” in the left navigation box. Click “Add Case Transfer” button.
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Select a “Receiving Agency” and “Case Transfer Reason”. Complete a Case Transfer Activity Log which
will either pull into the case automatically or can be added by clicking the “Link Activity” button.
Once, these items are complete, click the “Validate for Approval” button to show if any outstanding
items still need completed. If no outstanding items, click “Process for Approval” button to route to
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The Supervisor will then route the case transfer to the appropriate receiving agency PCSA Supervisor
or Bridges Regional Coordinator and then click “Save” button.
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The receiving agency PCSA Supervisor or Bridges Regional Coordinator approves the case transfer by
clicking on the link for the case under Approvals.
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For the receiving agency to Final Approve the case transfer, click the “Process for Approval” button.
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Then select “Approved-Final” as the “Action”, enter any comments if needed, select your agency, and
select your name. Then click the “Save” button
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Once the receiving PCSA Supervisor or receiving Bridges Regional Coordinator Final Approves the case
transfer, the case category will change.
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