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Step 1: Add a Referral

Referrals Quick Reference Guide

The platform offers two options for referrals: internal and external. We will start with adding in 

an internal referral. Start from the community member’s Dashboard. Click on ADD INTERNAL.

Option 1: Internal Referral

The Internal Referral window will open. Use the drop-down menus to complete the required 

information.
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To select Available Services, click on the green plus sign. A pop-up window will ask you to 

confirm that you wish to add the service. Click YES or NO based on the requirements.

If you click YES, you have the option to add a note. Then click on SAVE.

The internal referral is now displayed on the Dashboard.
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Option 2: External Referral

The second option for referrals is an external referral. Start from the Dashboard of the community 

member. Click on ADD. 

The Referral window will open. You have four options on how to search: Keyword, Need, 

Organization, and Program. For this example, we will search by keyword.

Enter in the keyword and click on the gold magnifier to search. For this example, we are searching 

for a hospital to refer the Community Member to. A list of hospitals will be displayed. Check off the 

box next to the hospital you choose, then click on the green plus sign in the Services column.
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A pop-up window will appear to confirm the need. For this example, we will click on YES.

The next step will require you to choose a type of Program and a type of Service. Click the box 

next to the appropriate Program, then click on the green plus sign for the required Service. This 

will prompt a pop-up to confirm adding. Click on YES. Then scroll to the bottom of the screen and 

click on NEXT.
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The next window that appears provides options to flag for follow-up, add a note, or attach a 

supporting document. For this example we will add a document. Click on the paper clip next

to the globe icon.

The attachment box will appear. Click on ADD.

In the pop-up window add the document name, type, and description, and upload your document. 

Once completed, click on SAVE.
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Now click on ADD to complete the upload of the attachment.

The final step is to click on SUBMIT.

The external referral has been added and appears on the Dashboard in the Referrals section.
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