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REFERRAL POLICY AND PROCEDURES
Effective Date: 5/1/15
PURPOSE:
To guide the administration of referrals within the Las Vegas TGA’s Ryan White Part A
Program. It is the intention that appropriate and timely referrals assist clients in accessing and
maintaining core medical and supportive services. The intention is for referrals to be completed
consistently among all Ryan White Part A funded agencies.

POLICIES:

Referrals are to be completed within the CAREWare database. Faxed referrals are no longer accepted.
There are two types of referrals within CAREWare: internal and external. Internal referrals are
made between providers within the Ryan White Part A provider network via CAREWare
electronic transmittal and upload of scanned referral documents. External referrals are referrals
made to non-Ryan White Part A funded agencies and are the responsibility of the referring
provider to track or resolve. Ryan White Part A funded agencies are only required to enter in
CAREWare internal referrals.

Responsibilities of Provider Making Internal Referrals

It is the responsibility of the referring provider to check client’s Ryan White Part A eligibility
prior to making any referral. Referring providers are to complete all the required data fields in
the CAREWare Referrals tab, as well as scan and upload all necessary documentation to the
Referral Documents tab.

The following fields must be completed in the Referrals tab for all internal referrals:
Referral Date

Type

Refer-To Provider

Request Service Category Type

Referral Class

Name of employee making referral

Comments from employee making referral

NRRNNRRANF

The referring provider must ensure the specific purpose of the referral is clear. Incomplete or
inappropriate referrals may be rejected at the discretion of the provider receiving the
referral. Internal referrals must be documented in CAREWare within 5 days of the client
encounter. Any referrals documented in CAREWare more than 5 days from the client encounter
must be pre-approved by the grantee office.

Responsibilities of Provider Completing Internal Referral
It is the responsibility of all providers receiving referrals to address all incoming internal




CAREWare referrals in a timely manner. Incoming Internal Referrals can be found in the
System Messages section on the right-hand side of the Main Menu screen. Providers
completing/receiving referrals must verify client’s Ryan White Part A eligibility prior to
completing all referrals. Clients shall be contacted by provider completing referral within 5
business days of receiving all necessary referral documents. Clients shall receive an appointment
with the receiving agency within 30 days of being contacted.

Providers receiving internal referrals are responsible for updating the Referral Status in
CAREWare, entering a Referral Complete Date, as well as the Name of employee completing
referral. Referrals are considered complete when an appointment has been scheduled, check has
been issued, or other applicable item/service has been prepared.

Providers marking incomplete or inappropriate referrals as “Rejected” must indicate Name of
employee completing referral and clearly state reason for rejecting referral in the Comments
from employee completing referral field.

All internal referrals should be resolved, e.g., Referral Status changed to “Completed, Lost to
follow up, or Rejected,” within 30 days. A minimum of three attempts must be made to contact
client prior to changing the Referral Status to “Lost to follow up.”

External Referrals

External referrals made to non-Ryan White Part A providers must be tracked/resolved by the
agency making the referral. As with internal referrals, providers have 30 days to mark outgoing
external referrals as complete. Additional instructions on entering an external referral can be
found in the Ryan White Part A Referral Procedures guide.

For more information on making and completing referrals, please see Ryan White Part A Referral
Procedures guide or contact the grantee office.



PROCEDURES:

All internal referrals are to be made in CAREWare. This includes sending a CAREWare internal
referral and scanning and uploading all applicable referral documents to CAREWare. External
referrals can also be entered in CAREWare but are not required. It is up to each agency to decide
whether to enter external referrals. The procedures for making internal referrals, completing an
internal referral, entering external referrals, and using the outgoing referral queue are detailed
below.

Making an Internal Referral

Access client account and verify eligibility
1. Loginto CAREWare and go to the account of the client for whom you are making a referral.

2. Verify that the client is currently eligible before proceeding.
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Prepare the Scanned Referral Document Packet

3. Only referral-related documents should be scanned and uploaded to the Referral Documents
tab. Ensure that documents are current and within 5 days of the client encounter. Please
consult the agency you are referring to for information on their required referral documents.

4. When scanning, all pages must be face up and face the same direction. Make sure any
documents with small print, such as ID or insurance cards, are enlarged so that the text is
legible.

5. Scan all referral documents as one PDF file. CAREWare can only accept PDF files. Clearly
label the file with the client name, referral type, and date. For example:
“FakeClient_HousingAssistance _04-22-2015”

Each scanning and computer system is different. If you have questions on how to scan to your
computer, consult with your IT staff.



Upload Scanned Referral Packet to CAREWare
6. When you are ready to upload your file to CAREWare, go to the Referral Documents tab. If
you cannot see the tab, click on the small arrow to scroll to the right.

\

If you cannot see the
Referral Documents
tab, click on this
arrow to scroll to the
right and see all the
tabs.
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7. Click Referral Attachment and the Attachment List Manager window will appear.

Client, Fake
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8. Click F1 - Attach New Files in the Attachment List Manager window.
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9. A screen with your computer files will appear. Make sure to scroll down to where you see
your computer name and folders. Select the file you would like to upload and click Open.
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10. The Attachment Properties screen will appear. Click on the Content Type field and look for
the name of the agency you are referring to and the type of service. Please contact the
grantee’s office if an option needs to be added.
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Save

11. Include any important information in the comments field, and click Save when you are done.
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12. You will see the following screen. Click Upload Files.
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13. When it is done uploading, you will see the screen below.
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14. Verify that the packet uploaded correctly by selecting the file from the list and then clicking
F4- View Attacments(s) on the right. The PDF will open.
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***Uploaded documents can only be deleted by the Grantee’s office. If a document is
uploaded in error, please contact Linda Montgomery to delete.***



Send an Internal Referral in CAREWare

15. After you have uploaded and reviewed your referral document packet, you must complete an

internal referral in CAREWare. This notifies the provider that a referral is waiting for them.
Click the Referrals Tab and then click F1: Add Referral.

Client, Fake
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16. The referral fields at the top will be activated. It may look like some fields are missing, but
once you select the Requested Service Category Type, the additional fields will appear.

e ——_————————————————————————
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Below are descriptions of what to enter for each field.

Client, Fake

Appointrments Orders  Forms  Changelog  Client Repart  Merge Client

The Referral Date

Delete Client
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Now that you have selected the service category, the remaining fields will appear.

Client, Fake

Appaintments Orders  Forms  Changelog  Client Report  Merge Client  Delete Client

Fird List | v Search

Choose the option that
best fits from the

Close: |
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Referral Status: Referral Complete Date:
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Referal Comments:
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Name of employee making eferral I

Comments from employes making efer&

field. 1t does not
provide adequate
space for comments

-

Mame of emplopes completifig referral

1 |

[

but cannot be

removed.
N

Select your name from
the drop down. If you
do not see your name,
contact the grantee’s
office to be added.

A

This field is entered by the provider completing the
referral. As the provider making the referral, you
cannot edit this field.

In this section, describe
the purpose of the

referral and include any
additional information.

.
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Once you have completed the Name of employee making referral and Comments from employee
making referral fields, use the arrow on the right to scroll down and click Save.

Leave the Name of employee completing referral and Comments from employee completing
referral fields blank. The person completing the referral will enter information in these fields.

Orders  Forms  Changelog  Client Report  Merge Client  Delets Clisnt

Appointments Find List | Wew Search Clase |

Demographicsl Drug Sarwcasl Servicel Azl F\aviewl Encounters  Fiefenals | HIV C&T | He\at\onsl Eligibility Documanlsl Fiefenal Documentsl Custom Tab 34 I D
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Requested Service Categony Type: Refenal Class:

ﬂ Add |Huusing Services jl

o ]

the person
completing the
referral to enter
information.

Refermal Status:

Referal Complete Date:

Referral Comment;

|Pending

[ |

|

>
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-

Comments from emplopes completing refenal

N

|

™ Silent Refersl Gave | rancel |

Use this
arrow/bar to

scroll down.

Click Save when
you are done.

You will see the referral listed at the bottom. If you need to make changes, select the referral and
click F2: Edit Referral. If you need to delete the referral, contact the grantee’s office.
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Completing an Internal Referral

Using the Incoming Referral List

1. If you are a provider who receives referrals, you will use the CAREWare incoming referral
list to receive notification of new. On your homepage, click the Incoming Referrals button.

Department of Health and Human Services

Sl —
Gl SIA
U i - -

.|

System Messages [ ]

1_Incoming Referral

User Messages

About CAREWare

Refresh Messages

T Welcome to CAREWare! Contact Linda
Mentgomery at (702) 455-5845 with amy

questions.

2. This will open the Pending Referrals List. Select the client account you want to view and

click Details at the bottom.

Pending Referral List I

Name: [ Client 1D [ Gender: [ Bitth Date: [ Requested Servi.. | Refering Provider: | Referral Date: [
Male Emergency Finan... | Aid for AIDS of N 4/22/2015
\> Fake Client Male 9/341530 Housing Services  AIDS Healthcare .. 4/22/2015

m’ Cancel |

3. You will be taken to the Referrals tab. Before proceeding, verify that the client’s Ryan White
eligibility is current. It is the responsibility of both the person making the referral and the

person completing the referral to verify eligibility.

more information.

In the Referrals tab. Select the referral you want to view and click F2: Edit Referral to view
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5. View the Requested Service Category Type, Referral Class, Name of Employee Making

Referral, and Comments from employee making referral fields to get more information and
the purpose of the referral.

Client, Fake
Appointments  Orders  Forms  Changelog  Client Repart  Merge Client  Delete Client Find List | New Search Close |
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= |

Refenal Complete Date:

Name of employes making referral
7. smith

Comments fram employee making referral

Needs assistance with rent. S ee referal documents for more information

Mame of employee completing referal

=L

Now that you have some background information, navigate out of the Referrals tab by
scrolling down and clicking Cancel at the bottom.
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I -
. arrow/bar to
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Comments from employee completing refenal
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7. 'You can now navigate to other tabs, such as the Referral Documents tab. If you cannot see
this tab click on the arrow to the right.

Client, Fake
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Close |
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] |

F3; Add/Edit Service Gave | Cancel | ‘
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8. In the Referral Documents tab, click Referral Attachment.

Client, Fake

Appointments Orders  Forms  Changelog

.Demugraphicsl Drug Selwcssl Selwcsl AnnualHewsz Encuuﬂlsrsl Hefsna\sl Hiw E&Tl F\elaliunsl Eligibility Ducumsnlsl ContactInfo  Refenal Documents I Al

Refenal Attachment

Client Report

Merge Client

Delete Client

Find List | Iew Search Clase |

If you can’t see
a tab, use this
arrow to scroll
to the right.

The scanned
referral
documents are
under this tab.

9. The Attachment List Manager window will appear. Select the document you would like to
view, and click F4: View Attachments.

@ Attachment List Manager

F1 - Attach Mew Files
F2 - Edit Content Description(s
E3 - Delete Attachment(s

—_—

ESC - Close
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10. The PDF referral packet will appear in a new window. You can print the referral from this
screen. If you have problems printing, please contact your agency’s IT staff.

| Cliert, Faks
Acoortmerks  Ordes  fomi  Chawelog  CMetRepHt  MergeCheok  Delets Clent P | | Oosa |
: & ! _[o] lI_L.—
Often timeS E Contert | | Amach .. | AftachUser | Mod e | ModUses | File Type
print and Save 2. [k Contert Decriction(] GR Houwsin., O4/22/2015 ABUTTAR 42272015  ABUTTAR  pd |
features are T e e *
under File in Eoee | 8 B[ ]ea][no]-]| ] 5 Tooks | Fill&sSign | Comment
most versions of RN
Adobe Reader Y s;gmwlti;anDI’ilk. f
Lease o

11. Once you review the documents and determine how to follow up on the referral, navigate
back to the Referrals tab.

| [Client, Fake I

Appontsaces  Crders oo

Fialeral Glahus: lefedtsl Complete Data: Falemsl Commants:

| (] | & |
Dimition, 1 Roieil | Provicee

| Smvice Cat. | Stae | Completnd | RedmisiCla,, | Comments | Mool | Commerss o, |
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4l | ]

12. Select the referral you are working on, and click F2: Edit Referral.

Fopitmenks  Orders  Funis
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| =il E
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13. At the top, update the Referral Status and Referral Complete Date accordingly. Below are the
Referral Status definitions along with what to enter for the Referral Complete Date.

Client, Fake

ew Search Close

Appointments  Crders  Forms  Changelog  Client Report  Merge Client  Delete Client Find|List

" Demographics | Diug Sarvices | Service | Annual Feview | Encountars  Referaks | Hiv C&T | Relations | Elgibilty Diocuments | Contact Info | Feferral Documents | 4| »

Add/Edit Referral Information
Riefermal Date: Type: Riefer-To Provider, Reguested Service Category Type: Refemal Class:

] [irtemal =] JAAA HIV Clinic =] 4dd | [Housing Services =] [Housing Assistance ~] ..

Referal Complete Date: Referral Camments:

[4/2202m5

Pending

=

If you are waiting for additional documentation or information, leave the referral as
Pending. Add dated comments in the Comments from employee completing referral field
to document steps taken to complete referral.

Leave the Referral Complete Date blank.

Completed

If you were able to schedule an appointment, issue a check, or prepare the applicable
item/service, select Completed. This is not the date the client comes to the appointment
or receives the applicable item. To be considered Completed we are only looking at if all
the applicable items were prepared for the client. Services entered under the Service tab
will be used to determine if the client actually received the service.

For the Referral Complete Date, enter the date you prepared all items. This will most
likely be different than the date the client actually receives the service.

Lost to follow-up

If you are not able to contact the client or obtain the necessary items to complete a
referral within 30 days of the Referral Date, select Lost to follow-up. A minimum of three
attempts must be made to contact the client prior to changing the Referral Status to Lost
to follow-up.

For the Referral Complete Date, enter the date you determined the referral to be lost to
follow-up.

Rejected

If the referral does not make sense, e.g. a request for a service your agency does not
provide, no specific purpose for the referral, or a referral that was entered more than 5
business days after the client encounter, select “Rejected” and in the Comments from
employee completing referral field document why you rejected the referral.

For the Referral Complete Date, enter the date you rejected the referral.
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14. Once you select the Referral Status, and enter the Referral Complete Date (if applicable),
scroll down and enter your name and applicable comments. Remember, do not enter

comments in the Referral Comments field at the top. Click Save at the bottom when you are
done.

Appointments Ordets  Forms  Changelog  Client Report  Merge Client  Delete Client Fird List | Mew Search

Cloze |

.Demographicsl Drug Serwcesl Serwcel Annual Haviawl Encounters  Refemals IHIV C&T I F\alalionsl Eligibility D ocuments I Contact Infol Riefermal Documenlsl 1 I L4
[ &dd/Edit Referal Information

Rieterral Date: Tupe: Reter-Tao Provider: Requested Service Category Type: Reterral Class:

[412212t18 =] [intemal =] [AIDS Heskheare Foundation = | &dd! | [Hausing Services | [Housing Assistance =] ...

Rieteral Status: Fieferral Complete Date: Referral Comments:
[ompieted =] [#rzzrzis =] E_\ __::D

I -

Mame of employes completing referral Use thls

[1 Jores = arrow/bar to
Comments from employes completing referral scroll down
Reviewed documents and issued check to assist with rent,

E3: Add/E dit Service Cave | Fameel |

Click Save
when you

are done.

15. The Referral Status is now updated, and the provider who sent the referral will be able to

access the information you entered. If you left the Referral Status as Pending remember to go
back into CAREWare to update the status.

Appointments Orders  Forms  Changelog  Client Report  Merge Client  Delete Client Firyd st | New Search

Clase |

Demographics | Drug Services | Semice | Annual Review | Encounters Referiak | Hiv CAT | Relations | Eiigibity Documents | Contast Info | Referral Documents | 4 »
Add/Edit Referal Information

Referral Date: Tepe: Reter-To Provider. Reguested Service Cateaary Type: Reteral Class:

I Il | = [ | | H|
Feferal Status: Feferal Complete Date: Fieterral Comments:

I I I |

F3; Add/Edit Service Sove Cancel ‘

E1: Add Fefenal E2 Edit Referal Dl Delete Referral

Search [i7 =
Direction | Referral Provider Service Cat.. | Skatus Completed FRefenal Cla. | Comments Name of & Comments
N Oti ce that the Incaming 4/22/2m5  AAAHIV | Housing Se). Completed g d/23/2015  Housing As... Meeds assi..
and Completed
Date changed.
4 | =
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Entering an External Referral

External referrals are a way to track referrals sent to non-Ryan White Part A providers. They do

not send any communications to other providers and can only be viewed by your agency. The
Ryan White Part A Grantee’s office does not require entry of external referrals in CAREWare,

and it is the agency’s decision whether to enter external referrals. It is your agency’s
responsibility to resolve all external referrals within 30 days.

1. Go the Referrals tab and click F1: Add Referral.

Appointments  Orders  Forms  Changelog  Client Report  Merge Client  Delete Client Find List | Mew Search Clase |

" Demographics | Drug Services | SEMWMr I'¥ C&T | Relations | Eligibility Documents | Referral Documents | Custom Tab 34 | ¥

[~ A&dd/Edit Beferrsl [nformation

Fefersl Date: Tupe: Fisfer-To Provider Fiequested Service Catsgory Type Fieferral Class:
[ || =] = _ead | =] =
R eferal Status Fiefenal Complete Date Feferal Comments:

[ = | I~ | |

I~ Silent Feferral Save Cancel ‘

> Cﬂ Add Referal \2' E dit R efierral Del Delete Refenal
7 ——y

ST [oso =
Dirsction | L Referal Date | Provider | Service Cat... | Status | Complet... | Refenal Class | Comment ks
1] | |

2. Enter the Referral Date and then select External under type.

Client, Fake

Appointments Orders  Forms  Changelog  Client Report  Merge Client  Delete Client Find List | Mew Search Cloge |

| Demoglaphicsl Drug Servicesl Serwcel Annual Heviewl Encounters Fieferrals | HIv C&T I Helationsl Eligibility D ocuments: | Refemal Documentsl Custom Tab 34| ¥

i Add/Edit Referral Information

Referral D ate: Type, Refer-To Pravider. Requested Service Category Type: Referal Class:
[vzsems =]l = | add | =l =] -
sing CILAIEMA 1 Referral Complete Date: Referral Comments:
Make sure — | =l
to select -

External.

-
< | B

F1: Add Referal F2. Edit Fieferral Diel: Delete Refenal

Soaich [070 =1

Direction | ) Fieferral Date I Provider | Service Cat. I Status | Cornplet | Refernal Class | Comments

4 | 2l
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3. Select the provider you sent the referral to from the Refer-To Provider drop down

Client, Fake

Appointments Orders  Forms  Changelog  Client Report  Merge Client Delete Client Fird List | Hew Search [Eloze |
Demngraphics' Drrug Sarwcesl Sewica| AnnualF!eviewI Encounterz  Referrals IHIV C&T' Helalions' Eligibility Documentsl Referal Documentsl Custom Tab34 | ¥
Add/Edit R " o N
Fieferral Date: Tupe: - ( Fiefer-To Provider ) Requested Service Category Type: Referral Clags:
[ar2372015 <] [Extemal =] | =] add |] =1 =l
FReferral Status: Headstart
State of Nevada welfare - Food Stamps
IPendmg Z1TB Cliriic:

‘ The Center [GEL] —;l

4. 1f you do not see the provider in the list, click Add to the right to add their name to the list.

Client, Fake

Appointments Orders  Forms  Changelog  Client Repart Merge Client  Delete Client Find|List | Hew Search Close

| Demoglaphicsl Dirug Servicesl Servicel Annual Heviawl Encounters  Referals | HIY C&T | F!alationsl Eligibility Documentsl Feferral Documantsl Custorn Tab 3 4 I L4

Add/Edit Referal Information —
Referral Date: Type: Refer-To Provider: ,\um%wice Category Type: Referral Class:

[#72372015 =] [Extemal =] ] ~( A i3] i

Referral Status: Referral Complete D ate: Fieferral Comments:

IPanding j I d I
T

5. The ExternalProviderSetup window will appear.

ExternalProvidersetup

Search 266 / 266

Aotive | Provider Name | 7 Contact... | Phone |
ABE THERAPY-TORRES

Absolute Dental

External Providers

F1: &dd Prawider

F2: Edit Provider Absolute Footeare

Aicoess to Health Care

Accass ta Healthcare

Action Fled

Alcoholics Anorymaus

A1l In One Phamacy B97-6501  20BDE Fls
ALVAREZ

Apothecary Phamacy

ARIZONA COAST ENT-PRATER

ARIZOMA DESERT DERMATOLOGY

Arizona Lang Term Care System

ARIZONA MEDICAL SUPPLY

ARSHAD Westem Arizana Pulmanary Associates

Associated Pathologist Chartered

Atripla Program

twela

4Z DIGESTIVE CARE/Z4RA =l

Del: Delete Provider

Esc: Close

OO000000000000000000

6. Search for the provider in the list by either typing in the top Search field or scrolling down.
When you find the provider you are looking for, check the box next to the provider’s name
and then click Add Provider.

S
i ba €< o [77266
External Providers )

Aclive | Provider Name I 1 Contact... | Fhone |Address |
Baby Bounty
1: Add Provides O BAILEY

F2: Edit Provider O BATES-TRI STATE SURGICAL 45500
O Food B asket - Ray Femreiro

Del: Delete Provider O Ray Ferraro Food Baskets
O UMC-OMBIRBAK.
O Uiban League

Esc: Close




7. If you do not see the provider you are looking for, click F1: Add Provider, enter the
applicable information in the window, and click Save when you are done. Double check that
the provider is not in the list; they may be there but with a different spelling.

ExternalProviderSetup

External Providers
Phane
Provider Name
F1: Add Provider WAwezome Helping Agency
F2 Edit Provider
Street Addiess:
Det Delete Provider
City Stal Zip
o i I ||
Phon Far
Main Contact Name Rl
6976501
Secondary Contact Name:  Role
Hote:

8. Then complete all remaining information as required by your agency’s policies and
procedures. The Referral Status must be resolved to Pending, Lost to follow-up, or Rejected
within 30 days of the Referral Date. Scroll down and click Save when you are done.

\

[The Referral
Status must be
resolved and the
Referral
Complete Date
entered within 30
days of the

Client, Fake

Appointments

Demographics | Drug Services | Service | Annual Review | Encounters Refenals | Hiv CAT | Relations | Eiigibity Documents | Referral Documents | Custom Tab 3.4 | »

Orders  Forms  Changelog  Client Report  Merge Qlient  Delete Client

_’% Referral Status

Referral Date.
\_ J

[~ Add/Edit Referral Information

Firad st | Hew Search

Clase

Referral D ate: Type: Refer-To Pravider:

Requested Service Category Type:

Referral Class:

[a72372m5

| IEktemal ﬂ ISlale of Nevada Welfare - Food:l Add INun CARE Act Service

Feferrsl Complete Date:

Refenal Comments:

ﬂ IFood Stamps Progra\d

[Completed x| [sr23rams

=] |

Mame of employee completing referral

Comments from employes completing refemral

I~ Silerit Refera] @ Fancel |
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Using the Outgoing Referrals Queue

In the CAREWare home screen, there is a link called Outgoing Referrals. As the agency making
a referral, this queue can help you identify which referrals are still pending and may need your
attention. The Outing Referrals queue contains both internal and external referrals.

1. Click Outgoing Referral

Add Clignt System Messages
Depatment of Health and Human Sevices e e
Fa X ]  —
Glalel e of 1_Outasing Referal <&
el BN b,
Health Resources and Services Administration
Drug Inventary System
Befresh Messages
Rapid Service Entry
Log O
‘Welcome to CAREM/ arel Contact Linda
Exit Montgommery at [702) 455-5845 with any
questions.

2. The Pending Referral List window will appear. The referrals in this list have a referral status
of Pending.

Pending Referral List
Mame: | Client 1D: | Gender: | Birth D ate: | Hequested Servi... | Referred Tao Provi.. | Referral D ate: I
Fake Client I ale 9/9/1993 Housing Services  The Best Agency 4423/2015
Details Cancel

3. If you would like to view more information on a referral, select it from the list and click
Details.

Pending Referral List

FReferral Date:

C oD o
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4. You will be taken to the client’s Referrals tab. Click on the referral you would like to view,
and click F2: Edit Referral.

Client, Fake

Appointments Orders  Forms  Changelog  Client Report  Merge Client  Delete Client:

Firid List: | Mew Gearch Close |
.Demograph\csl Drug Servlcesl 5ervu:e| Annual Hevlewl Encounters Refemals |HIV E&Tl He\at\onsl Alerts | Tab 2 | Contact \nfol SUhFDrmI Phalmacyl Sct 4 I L4
[~ Add/Edit Referral Information

Reterral Date: Tupe:

Reter-Ta Pravider: Fequested Service Categam Type:

Refermal Class:
I 2l 2l s | E|

= |
Fieferral Status: Feferral Complete Date: Fefenal Comments:

| ] | il

‘l‘ Silert Refermal Save Cangel | ‘

F1: Add Referal ‘ F2: Edit Referal Del Delete Refemal

[searsn [i71 =1
Service Cat

Comments

Pravider

The Rast

You will be able to see the information in the referral. You can add additional comments and

you can scroll down to see comments from the employee completing the referral. If you add
additional information, click Save, if not click Cancel.

Client, Fake

Appainkments COrders  Farms  Changelog  Client Repart Merge Client  Delete Clienk

Firae st | Hew Search Ciase: |

Demugraph\csl Diug Selwcssl Servicel AnnualHewswl Encounters  Referals | HIY C&Tl He\atiunsl Eligibility Ducumentsl Cuntactlnlul Fiel elralDucumentsl Alr
[ Add/Edit Referral Information

Referral Date: Type: Reter-To Provider: Requested Service Category Type: Refenal Class:

[472372015 =] [intemal =] The Best Agency x| add | [Housing Semvices 7] [Housing Assistance =] ..

Referral Status: Fieferral Complete D ate: Referral Comments:
[Percig = = Use this

| -

arrow/bar to

MName of employee complating referal

[T smith - scroll down.
Comments from employes completing referral

4/22/2015 - missing current copy of leaze. please send

Click Save or
Cancel.

™ Silent Referal

Gam | (R
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