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Moving Residents

Moving Residents & Census Management
Maintaining Suite Inventory, Deposits, Leases, Transfers, Notices, Temp to Perm 
Conversions & Discharges

Census Management is key to the operation of a retirement home. Accurate suite inventory, length of average 
stay, and upcoming suite availability are all relevant facts. To simplify the maintenance of this information, all 
resident movement is handled in one location – on the Resident Page.

Resident Page             

All resident transactions are completed by clicking the Resident’s “Census Change Destination” button.

Transaction Types            

The different types of resident movement are indicated below:
• Transfer Indicates a resident is moving from one suite to another
• Absence Records a hospital stay or extended vacation
• Notice  Notice Absent or Notice Present
• Discharge Indicates a resident is moving out
• Conversion Indicates a trial stay resident is becoming a permanent resident 

NB: This section covers the resident portion of the conversion process. The move-in must be completed in the Move-In section.)



RetirementHomeSoftware.com 
1600 Steeles Avenue West, Suite 227
Concord, ON  L4K 4M2  905.764.9696

Training Manual - Summer 2012
Moving Residents

Continued on next page...



RetirementHomeSoftware.com 
1600 Steeles Avenue West, Suite 227
Concord, ON  L4K 4M2  905.764.9696

Training Manual - Summer 2012

Continued on next page...

Transactions - Data Requirements          

Each transaction type requires a reason code and pertinent data, as indicated in the summary below:

Transactions - Effects on the System         

Each transaction type leads to a series of changes in the system:

Moving Residents

Transaction Type  Reason Code     Required Data

Transfer   New suite     Effective date
          New suite number

Absence   Vacation / Hospital / Present   Effective date

Notice    Notice Absent / Notice Present  Effective date   

Discharge   Input reason     Effective date
    e.g. Destination / Comptetitor / Comment

Conversion   Immediate / Returning   Effective date
          New prospect status
          New suite number (optional)

Transaction      Resident    Suite           Lease    Cencus

Transfer      Suite number   Original suite becomes      A new lease record  A new record
       changes    Available, new suite          is created. If the   indicating the 
       becomes Occupied          rent is different, the  new suite is
                 start and anniversary  created.
                 date are updated.

Absence      Resident status   No change             No change   No change
        changes to vacation
       / Hospital / Present    

Notice       Resident status
       changes to
       Notice - Absent / 
       Notice - Present       

Discharge   

Conversion   


