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Electronic Case Transfers (ECT) 

Cases can be automatically be transferred from one Regional Center to another using the 

Electronic Case Transfers (ECT) feature.  

If a case does not exist at the receiving regional center, the UCI’s Primary Record, CDER, SIRs, 

and case notes will be transferred automatically once the receiving regional center accepts the 

case.  

If a case already exists at the receiving regional center, an email can be automatically created to 

notify the receiving center of the pending change. 

To begin, find the Electronic Case 

Transfers group within the 

Navigation menu. Click on the  

icon to reveal the available options. 

 

Incoming Transfers 

 

Clicking on Incoming Transfers will 

display all transfers sent to a 

regional center (RC). By default, it 

will display all requests that are in 

Submitted or Confirmed status. 
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Right-click on a record to view the 

available options, View and Work 

With.  

 

Selecting View will display the 

request in View-Only mode.  

 

 

 

If selecting Work With, the request 

will be in Edit mode and allow 

changes to the request.  

 

Comments can be entered as well 

as changes to Status and Caseload. 

 

Click  to return to the 

previous window or  to exit the 

program. 
 

There are options located in the 

top-right corner of the window to 

change the status of the request. 

 

 

 

 
 

Clicking on any option will 

automatically generate an email 

that can be sent to the other RC.  
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Click on  to 

display a list of all requests that 

have been received which contains 

requests in Processed, Cancelled, 

Rejected, or Cancel/Already 

Entered. 

 

Outgoing Transfers 

 

Clicking on Outgoing Transfers will 

display all transfers sent by a 

regional center (RC). By default, it 

will display all requests that are in 

Submitted or Confirmed status. 

 

Click on  to 

display a list of all requests that 

have been received which contains 

requests in Processed, Cancelled, 

Rejected, or Cancel/Already 

Entered. 
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Similar to Incoming Transfers, a 

record can be opened by right-

clicking and selecting View or Work 

With.  

 

Create A New Request 

 

Within the Outgoing Transfers 

screen, click on  to create 

a new outgoing case transfer 

request. 

 

Enter the individual’s UCI #. If 

needed, click on  to search by 

first or last name. The client’s 

information will then be displayed 

below. 

 

Select the appropriate RC and 

indicate whether the case will be 

shared. If the case is not shared, 

select the caseload to transfer the 

client to.  
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Cancel A Transfer Request 

 

Open a record in edit mode by 

right-clicking the record and 

selecting Work With. 

 

Click on  to cancel 

the request. Doing so will 

automatically change the Status to 

Cancelled and present a prompt 

asking for any optional additional 

comments. 
 

Automatic Email Message 

 

Depending on the RC and action 

taken, an email can be 

automatically created to be sent to 

the transfer coordinator of the 

sending or receiving center with a 

pre-generated message.  
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Transfer Reports 

 

Reports can also be generated and 

viewed by clicking on Transfer 

Reports within the Electronic Case 

Transfers group in the Navigation 

menu. 

 

Select the desired report and click 

 when ready. 

 

A Query date entry screen will 

prompt for all options except All 

Transfers By Reg. Ctr. Modify the 

dates under XFREDATE and click 

 when ready.  

 

Dates are inputted in YYYYMMDD 

format 
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A report will be displayed showing 

all transfers and their status for the 

respective dates selected. 

 

Press  when ready. A 

prompt will display to print or 

email the report. Select any option 

if desired or press  to exit 

without making any changes.  

Docushare 

 

Clicking on the Docushare link will 

open an external window to the 

Docushare website where 

credentials can be entered to log-

in.  

 


