
This PowerPoint will discuss transferring residents from an general psychiatry program to a 
child and adolescent psychiatry program.
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Here is the opening screen for our sample psychiatry program. Gabriel Resident1 will be 
moving from our general psychiatry program to a CAP program, having completed 3 years 
in the psychiatry program. We begin by clicking on the “Update Status” button.
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That will take us to the summary page. Check and make sure that all of the rotations and 
clinical skills evaluations are complete and attested to. Then scroll down to the bottom of 
the page.
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And you will see the Resident Status. Before doing anything else, you may want to print 
this page. Once you have removed the resident from your program, this information will no 
longer be available to you.

Select the drop-down menu.
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We want to change the drop-down menu to “Not-in-program”.  Do NOT check the 
“Successfully Completed?” checkbox.
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Then click on the “Update Status” button. 
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You will see this warning that you are about to remove the resident from your program. 
Click on the “OK” button.
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You will get a confirmation message that the status has been successfully changed. Click 
the “OK” button.
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We are returned to our home screen. Notice that Gabriel Resident1 is no longer listed.
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Now we log into our sample CAP program. At this time the program has no residents. We 
want to add Gabriel Resident1 to the program.
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Under the “Transfers” menu, select “Request Resident”.
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That will take us to this screen. This is where we will search for the resident.
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Enter the resident’s name and click on the “Find resident not in program” button. If you 
recall the psychiatry program released the resident, so they are not currently in any 
program.
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The result should look something like this. Even though they are not currently in a program, 
it shows their last program as the “Current Program:”

Click on the “Select” button.
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You will then see this confirmation screen. Click on the “Yes, Request Transfer” button.
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You will see one final confirmation screen. Click on the “Return to Main Menu” button.
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And you will see that the resident is now in the CAP program.
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That completes this PowerPoint. If you have any questions, please email them to precert 
underscore help at abpn dot com.
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