ICOTS MOVE DIRECTIONS

Purpose:
Move a single ICOTS compact case from one duplicate offender profile to another to ensure a clean case history while keeping the correct supervising status.
What a Move Does:
· Moves one ICOTS case from the source offender profile to the destination profile.
· No demographic information is copied or merged (photos, aliases, IDs stay put).
· The Case ID does not change.
· All states involved can see which supervising user was selected when the request was created.
· If one profile has no ICOTS cases after the move, the National Office will delete that empty offender record manually.
CAUTION: If any case is active (pending, accepted, rejected) on either profile, use the Move function (not Merge or Delete).

Quick checklist Before you begin: (use every time)
· ✅ Duplicates confirmed: Both profiles belong to the same supervised individual.
· ✅ Correct roles: Source profile has historical case(s) (closed/withdrawn). Destination profile has the most current active case(s) (pending/accepted/rejected) and accurate supervising status.
· ✅ Pending case hygiene: Ensure any pending cases involved in a move are needed; and are not junk or duplicate cases (no transmitted activities). 
→ Never Move or Merge Junk or Duplicate Cases.
· ✅Consider Delete instead of Move: this requires re‑entry of case information if: 
· NOD/NOA have not been completed on the Destination profile; or
· Multiple cases exist on the Source profile (each case requires a separate move and can be tedious).
· ✅ Travel notices: Notices of Departure/Arrival (NOD/NOA) have been transmitted so the accurate supervising user is selected.
· ✅ Print All prepared: Run Print All for impacted offender profiles and retain per state policy (audit trail preserves who performed the action, not the data altered). Records should be retained electronic or hard copy. 
· ✅ No supervising reassignment will occur during the move. This is to avoid locking the wrong supervising user on the record. Email notifications go to involved states, but you may still need to contact the relevant state(s) to expedite processing.
· State affiliation constraint: Only states affiliated with the Source profile can initiate a move. If your state is only affiliated with the Destination profile, contact the Source‑affiliated state to initiate.

Step‑by‑Step
1) Processing Move Requests (from the case):
1. Open the supervised individual’s ICOTS case on the Source offender profile.
2. In the Administrators tab, select the “Move Compact Case”.
3. Enter the offender numbers: 
· Source ICOTS Offender Number → profile with HISTORICAL CASE(S).
· Destination ICOTS Offender Number → profile with the most current ACTIVE case and correct supervising status.
· And click Continue
4. Review the confirmation (the Case ID remains unchanged; demographics do not move).
5. Submit the request for approval.
2) Confirm Eligibility:
1. Move is appropriate when there are duplicate profiles and at least one active case exists on either profile.
2. If multiple cases exist on the Source profile (each requires a separate move), consider Delete + reentry if it’s more efficient and NOD/NOA are not completed on the Destination profile.
3. If your state is not affiliated with the Source profile, you cannot initiate the move—contact the Source‑affiliated state to start it.
3) Preserve Records (“Print All”):
1. Execute Print All (electronic or hard copy) on the involved profiles and retain per state policy. ICOTS preserves the actor audit trail, not the altered data.
2. Always Print All before submitting or consenting to merge/move/delete requests.
3. To retain the clients, record in ICOTS. In ICOTS under the client’s profile, after selecting and clicking the radial button for the ICOTS case. Click “Print All” button under the “action” column for the compact case to be expunged, click “Select All”. 
4. Scroll down and click “Submit”. All documents should merge and download into one PDF (it may take up to 10 seconds for the PDF download to be accessible). However, you will find cases where this doesn’t happen. This is because the records uploaded as attachments were not all compatible to merge into one PDF.  When this happens, after selecting all remove all the attachments records from the RFRI’s, RFRI-Replies, TIR and TIR-Replies. And click “submit” and save the PDF to the supervised individuals folder (see step below to create folder) in the Admin Tab under the “Move” folder file under the DPS ICOTS Cases – Documents – All Documents.
5. To create a sub folder with the supervised individuals’ last name, first name and offender ID number(s).
4) Approve or Deny: (Cases listed in Administrators Tab/ICOTS/INSITE)
1. If circumstances change, contact the relevant state(s) to expedite the move rather than changing assignments mid‑process.
2. In the “Approval Choice”, click the box confirming you have performed the “print all”.
3. If you are approving click the “Approve” and in the “comment”, section provide your reasoning for the approval and how you confirmed this information. Or
4. If you are choosing to “Disapprove” the request and provide a comment why it is not appropriate/eligible. (Example consider a move or merge is more appropriate and they why)
5. Click “submit”.

5) Post‑Move Verification after approval from National:
1. Confirm the case appears under the Destination offender profile.
2. Verify the Case ID is unchanged.
3. Confirm the default supervising user and that activities submit correctly.
4. Check that the Source profile has no remaining cases. The National Office will delete the empty offender record.
5. File your Print All output per state policy.


How to Initiate a Move Request
Initiate a Move Request (for eligible records)
· Ensure Quick checklist is completed before initiating move request

1. Open Offender Management Tab in ICOTS.
2. Click the radial button next to Move Compact Case
3. In the field that populates below enter the offender ID number and click “continue”.
4. Locate and confirm the supervised individual is the correct profile you want to submit and click “continue”. 
5. A green box will appear at the top showing the move request has been successfully prepared. 
6. You will also get an auto generated e-mail regarding the “move” request.
7. Before leaving the profile in the Approval Choice, click the box confirming you have performed the print all. (See preserve records section above for saving process.)
8. Click the Approve and in the comment section provide your reasoning for the approval. 
9. Example Comment: (reason for move, checks performed, coordination with sending state if applicable). 
10. Submit/Finalize the “Move” Request.
Monitoring
· Monitor the Delete requests biweekly
· Monitor your e-mails for any disapprovals to re-access next steps if a request is denied for a supervised individual’s case(s)/profile.
· Use List Pending Moves to monitor requests awaiting action.
· Use List Completed Moves to verify past moves and ensure records look correct post‑processing.
Helpful Resource links from ICAOS: 
· https://support.interstatecompact.org/hc/en-us/articles/224745447-Merge-Move-and-Delete-Case-Requests
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