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Locating Transferred Documents  
in the Portal 
When a nursing facility resident is transferring from one facility to another facility, 
their PASRR documents can be transferred via the portal. This guide provides 
directions on how to access these documents.  

Outgoing Transfers: 
To access documents transferring to another facility from your facility, log into the portal, 
click on “More” on the home screen, and select “Transfers” from the dropdown. 

 
 

Click on “Cases”, and from the dropdown, select “Outgoing Transfer Cases.”  
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A list of outgoing transfer cases will be displayed.  

 

Click on the Case ID you want to open to open the transfer record. 

 

Opening the record will display the Case Details. Below the details, you will find the 
“Additional Information” section. 

 

In the “Description” field, you will see this message:  
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On the right side of the screen, you will see the listing of documents located under 
“Files”. It’s important to note you have five days to download the documents for your 
records. After five days, you will no longer be able to access these documents. 

 

 

Incoming Transfers: 
To access documents for nursing facility residents transferred to your facility, log into 
the Portal, click on “More” from the home screen, and then select “Transfers” from the 
dropdown.  

 

Click on the “Cases” tab and from the dropdown, select “Incoming Transfer Cases.”  
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A list of incoming nursing facility residents transferring to your facility will be displayed.  

 
Clicking on the “Case Record” here will only provide you with the details of the transfer. 

 

Click on the transferring nursing facility resident’s Account Name to access the 
individual’s account.  

 

Once in the nursing facility resident’s account, click on the “Related” tab. 
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Scroll down to see the documents listed under the “Level 1 Referrals” and “Level 2 
Evaluations” boxes (in this example, only an EHD positive Level 1 is transferring; 
therefore there is no Level 2). 
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