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Office – Transferring a Resident to another unit 

 

Click on the Office icon 

 

 

Select the Service Users icon. 

 

Select a resident from the list you 
wish to transfer. 

 

Click on the Edit icon. 
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Select which Unit you wish to move 
them to. 

 

Select which Room you wish to move 
them to. 

 

Click Save. 
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