Attachment A

Transferring a recipient to another county

If you receive a request from another county to transfer a recipient to their county, follow these steps:

1. From the Recipient Services page, search for the recipient that needs to be transferred.
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Recipients - Please select a row to work with that Recipent's Services
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aisha dunn xooxbh12 Franklin 54 wildcat rd marion OH 43210 Edit

Services for aisha dunn
( Note: You can only add and modify services for recipients who reside in your county )

+ Add Service () Refresh
92212015 21112015 Athens LAURA GRAF Utility Assistance $125.00 Issued View
912212015 31172016 Athens LAURA GRAF Utility Assistance $125.00 Issued View
91172015 9/272015 Franklin JODI LANTHORMN Housing Assistance $500.00 Issuad View



2. Click on the Edit link.
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3. Change the Residence County from your county to the requesting county. In the example below, the recipient is going from Franklin to Fayette County.

Recipients - Please select a row to work with that Recipent's Services

aisha dunn wooxbh12 Franklin 54 wildcat rd marion OH 43210 Edit

Recipient Details

aisha dunn 897-42-6512 Fayette X v | 5dwildcat rd marion OH | 43210-_ Update Cancel

4. Click the Update link.

5. The Residence County for the recipient will now be the target county. In this example, Fayette County is the new residence county for this recipient.

Recipients - Please select a row to work with that Recipent's Services

aisha dunn xooeB512 Fayette 54 wildcat rd marion OH 43210



Caution:

Once you save this change, you will not be able to edit or add any more services for this recipient.




