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1. Quick Rules for Nursing Homes 

The core distinction 

TRANSFER means the resident leaves the nursing home with an expectation of return. DISCHARGE means the 

resident leaves, or remains elsewhere, with no expectation of returning to the nursing home. 

 

Situation Portal expectation 

Discharge notice Upload the discharge notice to the LTCOP portal when it is issued to the 

resident. This includes short term rehab, voluntary, involuntary, resident 

initiated, and AMA discharges. 

Emergency or hospital transfer When the resident is expected to return, provide the required transfer 

notice as soon as practicable. Copies to LTCOP may be submitted 

through the routine monthly transfer process. 

Hospitalized resident will not return Issue a formal discharge notice when the facility determines the resident 

will not return, even if the resident remains hospitalized. Upload that 

discharge notice when it is issued. 

Weekend or holiday discharge Submit the discharge notice the same calendar day it is issued to the 

resident. 

NOMNC or coverage notice Do not upload a Medicare or managed care notice of noncoverage as 

the facility discharge notice. If the facility intends to discharge the 

resident, issue and upload the separate facility discharge notice. 

Data_Entry The notice has been started but has not been finalized. Upload the 

required PDF and complete the finalization step. 
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2. Create an Account and Log In 

Create the Portal Account 

 
Figure 1. Current ADS Application Portal login page. Select Create New Account to begin registration. 

1.  Open the CT LTCOP portal landing page and select Create New Account. 

2.  Enter the requested login name, password, name, email, security question, security answer, and anti-spam 

code. 

3.  Select Submit. The portal sends an activation email. 

4.  Open the activation email and use the activation link before attempting to log in. 

 
Figure 2. Account registration screen. Your login name is separate from your email address. 

https://adsapps.ct.gov/LTCOP/Default.aspx
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Figure 3. Example activation email. The account must be activated before login. 

Important 

Your login name is not your email address. Use Forgot User ID from the login screen if you do not remember the 

login name. 

 

Log In and Open the LTCOP Transfer and Discharge Notice Application 

 
Figure 4. Gateway to ADS Applications. Select Transfer and Discharge Notification. 
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3. Connect to Your Facility and Obtain Authorization 

Initial Facility Connection 

 
Figure 5. Portal home page. Use Connect to Your Facility or the Facility link. 

1.  From the portal home page, select Connect to Your Facility or Facility using the Facility Lookup Page 

2.  Search by facility name, town, or facility type. 

3.  Confirm that you select the Nursing Facility record. Some locations may have both a nursing home and an 

RCH. 

4.  Select the correct facility and review the facility information. 

5.  Select Save and Continue. 

https://adsapps.ct.gov/LTCOP/NursingFacility/FacilityLookup.aspx
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Figure 6. Facility Lookup. Search and select the correct nursing facility record. 

 
Figure 7. Confirm the facility type and facility information before saving. 

If the Facility Is Already Registered 

If another user is already authorized for the facility, the portal sends the existing authorized user or users an 

approval request. The new user is copied so they know the request was sent. 
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Figure 8. Example authorization request sent to existing facility users. 

 
Figure 9. Current Facility Accounts screen. An existing authorized user enters the new user’s email address and selects Add Account. 

If the approver has left 

If the authorization email is being sent to someone who no longer works at the facility, use Contact Us so 

LTCOP or portal support can assist with authorization. 

 

  

https://adsapps.ct.gov/LTCOP/Contact.aspx
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4. Facility Main Page, Profile, and Notification Search 
After authorization, facility staff work from a facility-facing dashboard. The current home page provides direct links 

to submit a transfer or discharge notification, edit facility details, manage authorized user access, review submitted 

notifications, and run facility submission reports. 

 
Figure 10. Current facility-facing Facility Main Page. Use Add or Remove Authorized Users to manage portal access, Search or Submit 

Notifications to open the facility notification database, and Run Facility Reports to review submission activity. 

 

 

 

 

Open Your Facility Record 

 
Figure 11. Once authorized, the nursing home appears on the Facility Main Page. Use Search or Submit Notifications to open Notification 

Search. Use Add or Remove Authorized Users to manage facility accounts. 
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Notification Search 

 
Figure 12. Facility-user Notification Search layout. This is where you can also add discharge notifications or routine monthly transfer 

notifications.  

 

Status Meaning 

Data_Entry A notice has been started but the required upload or finalization step is 

not complete. 

Submitted The facility has completed the upload and finalization step and the notice 

has been transmitted for program review. 

Under_Review The notice is being reviewed by LTCOP staff. 

Completed The portal review has been completed. 
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This warning appears when one or more entries have been started but not completed. A notice does not count as 

submitted until the required PDF has been uploaded and the entry has been finalized. 

5. Transfer or Discharge: Use the Expectation of Return Test 
Scenario Use this workflow 

Resident goes to the hospital and is expected to 

return 

TRANSFER. Provide the required transfer notice and include the 

transfer in the routine monthly transfer submission to LTCOP. 

Resident was expected to return, but the facility 

later determines the resident will not return 

DISCHARGE. Issue a formal discharge notice when that determination 

is made and upload it when issued. 

Short term rehab resident returns home DISCHARGE. Submit the discharge notice. 

Resident leaves AMA DISCHARGE. Submit the discharge notice. 

Resident permanently moves to another SNF DISCHARGE. Submit the discharge notice. 

Bed hold expires but the resident is still expected 

to return 

TRANSFER. Bed hold expiration alone does not create a discharge. 

 

Simple test 

If the answer to Is the resident expected to return to this nursing home is Yes, treat the event as a transfer. If the 

answer is No, use the discharge notice workflow. 
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6. Submit a Discharge Notification 

When to use this workflow 

Use the Discharge Notification workflow whenever the resident is leaving the nursing home, or will remain 

outside the nursing home, with no expectation of return. 

 

Step 1: Start the Notice and Enter Resident Information 

1.  Open the facility Notification Search page. 

2.  Select the current Add Discharge Notification option. 

3.  Enter the resident identification information requested by the portal and select Next. 

 
Figure 13. Resident information step. If the resident SSN is unavailable, or the portal cannot validate the SSN entered, use the Do Not Have 

Resident SSN option. 
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Step 2: Enter Address and Contact Information 

 
Figure 14. Resident address and contact information. Use Facility Address when appropriate, or enter the resident mailing or home address. 

Step 3: Complete the Current Discharge Questions 

Complete all current portal fields that apply. 
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Figure 15. Discharge reason and comments portion of Step 3. Select the applicable discharge reason or reasons, and use the comments field 

when additional context is helpful. 

• Short Term Rehab: Select Yes when the discharge relates to a short-term rehabilitation stay. 

• Notice less than 30 days: Select Yes whenever the notice is issued with less than 30 days’ advance notice and 

identify the applicable exception reason. 

• Against Medical Advice: Select Yes when the resident is leaving against medical advice. 

• Hospitalized and Facility Refused Readmission: Select Yes when the resident is hospitalized and the facility 

has determined that the resident will not be readmitted. 

• Proposed Discharge Location: Enter the actual planned destination. Use the specific address or receiving 

facility when it is known. 

• Other current fields: Answer Money Follows the Person, Appeal Rights Were Given, Legal Representative 

Required, Emergency Involuntary Discharge, Evacuation or Closure, and Cognitive Impairment based on the 

actual circumstances. 
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Step 4: Verify the Notice Before Saving 

 
Figure 16. Verify Information screen. Use Modify Data in Previous Step if any information needs to be corrected before saving. 

1.  Review the resident, notice date, discharge effective date, discharge location, reason, and representative 

information. 

2.  If something is wrong, select Modify Data in Previous Step and correct the information. 

3.  When the information is correct, select Save Progress and Proceed to Final Step (Upload File). 
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Figure 17. Final document upload screen. Use Print Notification Letter if you are using the portal-generated notice, or choose the PDF notice 

that will be uploaded. 

 

Note: Only PDF files are accepted. Save or convert any Word document to PDF before uploading. 

 

 

 

7. Edit or Finish a Notice in Data_Entry 
A notice in Data_Entry is not a completed submission. This usually means the entry was saved but the final PDF 

upload and finalization step was not completed. 
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Figure 18. Facility-user Notification Search showing the Pending Data Entry Submissions warning. Use the action icon next to an unfinished 

entry to return to the upload/finalization step. 

1.  Open Review Submitted Notifications or Notification Search for your facility. 

2.  Locate the resident and confirm the status is Data_Entry or the record is marked incomplete. 

3.  Open the record using the View/Details action icon shown next to the entry. 

4.  Review the saved information. If the portal displays Modify Data in Previous Step, use it to return to earlier 

pages and correct the entry. 

5.  If the notice information is correct, proceed to the final document upload screen. 

6.  Use Print Notification if the portal generated notice is the notice you intend to give the resident. 

7.  Upload the actual PDF notice provided to the resident and select Upload File and Finalize Submission. 

8.  Confirm that the entry no longer remains in Data_Entry and that a confirmation number is generated. 

Do not create a second notice just because the first one is Data_Entry 

If the original entry is merely unfinished and the notice information remains correct, return to that entry and finish 

it. Create or reissue a new notice when the notice itself must change, such as a material change in discharge 

date, destination, or other required information. 

 

 

8. Submit Routine Monthly Emergency Transfer Notifications 

When to use this workflow 

Use the Routine Monthly Transfer Notification workflow for emergency or hospital transfers when the resident is 

expected to return to the nursing home. 
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Facilities must still provide the resident and representative the required transfer notice as soon as practicable. 

Copies of emergency transfer notices may be submitted to LTCOP when practicable, such as in a monthly list, 

when the required notice content is included. 

1.  Open the facility Notification Search page. 

2.  Select the current Add Routine Monthly Transfer Notification option. 

3.  Enter the month or date range covered by the batch. 

4.  Add any requested description or confirmation comment. 

5.  Review the information and proceed to the final upload step. 

6.  Upload the facility monthly transfer list or transfer notice batch as a PDF. 

7.  Select Upload File and Finalize Submission. 

8.  Confirm that the monthly submission was finalized. 

Current monthly transfer workflow 

Use the monthly batch process only for emergency or hospital transfers when the resident is expected to return. 

Actual discharges are submitted individually through the Discharge Notification workflow when the notice is 

issued. 
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9. Print, Upload, Finalize, and Confirm Submission 

Print Notification 

After the notice is saved, the final page includes a Print Notification option. If you use the portal-generated notice, 

provide that notice to the resident and upload the same notice. 

 
Figure 19. Final document upload screen. Print Notification appears on the final page, and Upload File and Finalize Submission completes the 

portal submission. 

PDF required 

The portal accepts PDF files for the required notice upload. Convert Word documents to PDF before uploading if 

necessary. 

 

Finalize the Submission 

1.  Select Choose File and attach the required PDF for the submission: the actual discharge notice provided to the 

resident, or the monthly transfer batch, as applicable. 

2.  Select Upload File and Finalize Submission. 

3.  Wait for the confirmation screen and confirmation number. 

4.  Return to the main notifications page and verify that the record was submitted. 

 
Figure 20. Confirmation screen. A confirmation number is generated after the required document has been uploaded and the submission is 

complete. 
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The notice must match what the resident received 

If you use the portal-generated notice, provide that notice to the resident and upload the same notice. If you use 

the facility’s own compliant notice, upload the actual notice that was provided to the resident. 

 

10. Facility Information, Accounts, and Reports 
From the Facility Main Page, use the facility information/profile option to review facility information. Use Add or 

Remove Authorized Users to manage portal accounts, Search or Submit Notifications to review or submit notices, 

and Run Facility Reports to review submission activity. 

Facility Information 

 
Figure 21. Facility Information screen. Review the facility name, facility type, business address, and mailing address information before saving 

changes. 

1.  Review the facility name and confirm the facility type is Nursing Facility. 

2.  Review the business address and mailing address information. 

3.  Correct information when the facility-facing page permits editing, then save the changes. 

4.  If information is locked or cannot be corrected by the facility user, use Contact Us for assistance. 

 

Facility Accounts 

 
Figure 22. Facility Accounts page. Enter the email address associated with an existing activated portal account and select Add Account. 
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1.  Review the staff currently authorized for the facility. 

2.  Before adding someone, confirm that the person has already created and activated their own portal account. 

3.  Enter the email address requested by the Facility Accounts page and select Add Account. 

4.  Confirm the user appears in the authorized account list. 

5.  Remove obsolete access when staff leave or no longer need portal access. 

Recommended practice 

Maintain at least two active authorized users for each nursing home whenever possible. 

 

Notification Search and Facility Reports 

• Use Search or Submit Notifications / Notification Search to locate submitted notices and unfinished Data_Entry 

records. 

• Use Run Facility Reports to review facility submission activity and help confirm expected notices were 

finalized. 

• Use the direct links on the facility home page whenever possible; the portal may no longer display the older 

left-side navigation shown in some screenshots. 
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11. Hospitalization, Bed Hold, and Right to Return 
A bed hold decision and a discharge decision are not the same. For the portal workflow, the key question remains 

whether the resident is expected to return to the nursing home. 

Situation Notice and portal approach 

Resident goes to hospital and is expected to return Transfer. Provide the required transfer notice and include it in the routine 

monthly LTCOP transfer submission. 

Resident declines to pay for a bed hold Do not automatically treat this as a discharge. If return is still expected, 

remain in the transfer workflow. 

Bed hold expires Expiration by itself does not establish that the resident has been 

discharged. If return is expected, continue to treat the event as a 

transfer. 

Facility later determines the resident will not return Issue a formal discharge notice, provide it to the resident or 

representative, and upload it to LTCOP when it is issued. 

Resident goes directly home from the hospital and 

will not return 

Issue and upload a discharge notice because the nursing home stay is 

ending with no expectation of return. 
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12. Frequently Asked Questions 
Q: Do all nursing home discharges have to be submitted? 

A: Under the current LTCOP portal workflow, submit the facility discharge notice when it is issued to the 

resident, including short-term rehab, voluntary, involuntary, resident initiated, and AMA discharges. 

Q: Do I use a discharge notice for a hospital transfer when the resident is expected to return? 

A: No. This is a transfer. Provide the required transfer notice and include it in the routine monthly transfer 

notification to LTCOP. 

Q: What if the hospital transfer starts as a transfer but later becomes a discharge? 

A: Issue a formal discharge notice as soon as the facility determines the resident will not return, even if the 

resident is still hospitalized. Upload that discharge notice when it is issued. 

Q: Does refusing or exhausting a bed hold automatically mean the resident is discharged? 

A: No. If the resident is still expected to return, continue to use the transfer workflow. 

Q: Do I upload a NOMNC? 

A: No. A notice of noncoverage is not the facility discharge notice. If the facility intends to discharge the resident, 

issue and upload the separate facility discharge notice. 

Q: What if the resident leaves AMA? 

A: Submit the discharge notice. Enter the actual destination and answer the short term, less than 30 days, and 

AMA fields accurately. 

Q: Do short-term rehab returns home need a discharge notice? 

A: Yes. Submit the discharge notice when it is issued. 

Q: Do weekends and holidays count? 

A: Yes. Submit the discharge notice the same calendar day it is issued. 

Q: What if the planned discharge date changes? 

A: If the notice itself must be corrected or reissued, provide the corrected notice as required and submit the 

updated notice to LTCOP. 

Q: What if the entry still says Data_Entry? 

A: The submission is unfinished. Open the existing record, correct it if necessary, upload the required PDF, and 

select Upload File and Finalize Submission. 

Q: Where is the Print Notification option? 

A: It is available on the final document upload page after the entry has been saved. It can also be accessed 

when returning to an unfinished notice where the portal provides the print option. 

Q: The authorization request went to an employee who left. What do I do? 

A: Use the Contact Us feature so LTCOP or portal support can assist with facility authorization. 
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Appendix A. Required Content for Monthly Transfer Notifications 
The monthly emergency transfer submission must contain the required transfer notice content. The facility may use 

its own transfer notices or a monthly list if the information submitted meets the required notice content standard. 

• The specific reason for the transfer, including the applicable regulatory basis. 

• The effective date of the transfer. 

• The specific location to which the resident was transferred. 

• An explanation of the right to appeal the transfer or discharge to the State. 

• The name, address, email address, and telephone number of the State entity that receives appeal hearing 

requests. 

• Information on how to obtain an appeal form. 

• Information on obtaining assistance to complete and submit the appeal hearing request. 

• The name, mailing and email address, and telephone number of the Office of the State Long-Term Care 

Ombudsman. 

• Additional protection and advocacy information when required by the applicable regulation. 
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Appendix B. Portal Links and Support 
LTCOP Discharge Portal Public Page 

Portal Login 

Create New Account 

Facility Notifications 

Facility Information 

Authorized User Account Access 

Facility Submission Reports 

Contact Us 

42 CFR 483.15 

CMS QSO 25 14 NH 

Operational guidance 

This manual explains use of the LTCOP portal. Facilities remain responsible for complying with applicable 

federal and Connecticut transfer and discharge requirements, notice content, timing, appeal rights, and 

documentation requirements. 

 

CT Long Term Care Ombudsman Program  |  866-388-1888 

https://portal.ct.gov/ltcop/ltcop-discharge-portal
https://adsapps.ct.gov/ADSPortal/Account/Login.aspx?ReturnUrl=http%3a%2f%2fadsapps.ct.gov%2fLTCOP%2fDefault.aspx
https://adsapps.ct.gov/ADSPortal/Account/PreRegister.aspx?ReturnUrl=http%3a%2f%2fadsapps.ct.gov%2fLTCOP%2fDefault.aspx
https://adsapps.ct.gov/LTCOP/NursingFacility/Notifications.aspx
https://adsapps.ct.gov/LTCOP/NursingFacility/FacilityInfo.aspx
https://adsapps.ct.gov/LTCOP/NursingFacility/FacilityAccounts.aspx
https://adsapps.ct.gov/LTCOP/NursingFacility/FacilityReports.aspx
http://adsapps.ct.gov/ADSPortal/Contact.aspx
https://www.ecfr.gov/current/title-42/chapter-IV/subchapter-G/part-483/subpart-B/section-483.15
https://www.cms.gov/files/document/qso-25-14-nh.pdf

