
Transition Tools - County Provider Identifies Member 

County of San Diego Provider Managed Care Plan (MCP)

Start

Complete transition tool.

Enter applicable identified fields 
in an excel spreadsheet. 

By the 2nd Tuesday of each 
month, upload excel spreadsheet 

to the Optum portal. If the 2nd 
Tuesday falls on a holiday, upload 

on the next business day. 

County to pull a report of 
transitions to Health Plan (from 
discharge related field in Cerner 
Community Behavioral Health 

(CCBH)) into an excel 
spreadsheet. 

End

Make referral to respective MCP 
and send transition tool to MCP 

during business hours via 
process outlined by MCP.

County provider identifies 
member who needs referral to 

MCP.

Retrieve excel spreadsheet 
from the Optum portal.

Is the first service date 
available to record on 

the excel spreadsheet?

Enter applicable identified 
fields on the excel 

spreadsheet and upload to the 
Optum portal by the 3rd 
Tuesday of each month.

If the 3rd Tuesday falls on a 
holiday, upload on the next 

business day.

[Identified fields include: 
Referral received date, first 

available appointment date, first 
service date, disposition].

Yes

Identify designated 
County liaison on the 

contact form and 
connect with 

appropriate County 
liaison to discuss. 

No

Retrieve completed excel 
spreadsheet from the Optum 

portal.

Complete required feedback 
loop and continuous data 

tracking.

End

 Identify MCP's central phone 
number and email/fax. 

MCP rep receives referral and 
transition tool. Confirm 
receipt of tool within 2 

business days. 

End

MCP rep works within system to 
identify provider for connection, 

and send transition tool to 
program/provider once 

identified. 

[Identified fields include: Medi-Cal 
number, member first name, last 

name, DOB, phone number, 
transition tool completion date, 
member contact date, referral 

delivery method.]

[Note: Leave the following columns 
blank: Referral received date, first 
available appointment date, first 

service date, disposition.]

County follows-up  with 
MCP if they do not receive 

receipt confirmation 
within 2 business days.
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