
Sending Internal Referral 
[Set Filter in Internal Referral folder – All Status, Name of Ordering Provider to track the referrals] 

 

 

Sending Outgoing Referral 
[Set Filter in Outgoing Referral folder – All Status, Name of Ordering Provider to track the referrals]

 

•Sending from an 
Encounter

•Referral section

Ordering 
Provider 
(MD, NP)

•Add letter & Edit it:

Option 1:  Default - includes 
current encounter

Option 2 : Clear encounter 
[Ctrl+A+Delete] and + Template

•Sign & PDF

Create 
Letter

•Update referral 
card

•+ Attachment (if 
any)

•Default Status -
requested, Prority -
Not yet Triaged

•Save and Close

Select 
Referral -
Internal

Sending 
from an 

Encounter -
Referral 
section

Ordering 
Provider 
(MD, NP)

•Add Letter

A.Option 1:  
Default -
includes current 
encounter

B.Option 2 : 
Clear encounter 
and + Template

•Sign 

Create 
Letter

•Update referral 
card

•+ Attachment (if 
any)

•Default Status -
Letter Sent, 
Prority - Not yet 
Triaged

•Generate and Send

Select 
Referral 

-
Outgoing

•Review the 
PDF Settings 
and click 
Generate PDF

•Fax

Generate 
PDF & 
Fax



[Internal] Service provider – Triaging Referral 
[Set Filter in Internal Referral folder – ‘Requested’ Status, Name of Service Provider to track the referrals] 

 

 

 

[Internal] Service Provider – MOA Role 

 

 

 

 

Filter 'Requested'

Service 
Provider-

Internal 
Folder 

1) Change Status - Triage Complete

2) Change Priority - ONLY if Triage 
Completed

3) Leave Comment for MOA

4) Save & Close 

Review 
Referral 

Card

•Filter to 
'Triage 
Complete'

•Filter Priority 
[Highest/ 
High/ Medium/ 
low/ Lowest]

MOA -
Internal 
Referral 
Folder

Check the 
comments 
and take 

action (put in 
waitlist if 
applicable)

Review 
Referral 

Card

•Open Patient Chart -
Messages

•Select appropriate 
message template or 
free text 

•Submit

Send 
Message 

to 
Ordering 
Provider

• Leave 
Comment

• Save & 
Close

Leave 
comment in 
Referral 

card



Receiving Internal Referral Update – Ordering Provider Role 
[Set Filter in Internal Referral folder – All Status, Name of Ordering Provider to track the referrals] 

 

 

 
Receiving Internal Referral Update –  

MOA of Ordering Provider Role 
[Set Filter in Internal Referral folder – All Status, Name of Ordering Provider to track the referrals] 

 

•Check Inbox - Received as a Message

•OptionA - Accepted/ Waitlisted

•Option B - Additional information

•Option C - Rejected

Ordering 
Provider

•Option A - Accepted/ Waitlisted: Just 
review, no action to be taken.

•Option B - Additional information: Order 
test if needed, leave comment for MOA to 
follow ahead & save.

•Option C - Rejected: Resend referral to 
another service provider (Internal or 
Outgoing)

Review as per 
the Options

•Check Internal referral Folder 

•Filter the Ordering Provider as your 
practitioner and review the last comment and 
each status

MOA

•Option A - Accepted/ Waitlisted: No action 
required

•Option B - Additional information: When 
results are back or you have the required 
information, 'attach it' to the referral card, 
change the status to 'Requested', Leave 
comment about the update, Save & Close.

•Option C - Rejected: Notify ordering provider 
if required OR No Action to be taken.

Review as per 
the Status



 

 
 

MOA – Managing Outgoing Referrals 
[Receiving response of Outgoing Referrals – Train on Accepted/ Rejected ONLY] 

[Set Filter in Outgoing Referral folder – All Status, Name of Ordering Provider to update the referrals] 

 

Note:  

▪ If the referral is rejected – Ordering Provider will update the Service Provider and send the referral. MOA h 
▪ Sometime MOA will just confirm on a call about the status – So MOA will just update status to ‘Received’ and leave a comment. 
▪ Sometime MOA may call to confirm if the referral was received or not – Resend if not received.  

 
 

 

•Receives Response of the Referral 
sent: In Inbox as 'Incoming Fax' OR 
By Mail 

•Upload or Attach the reponse letter 
to the patient chart in Files

* Rename appropriately. Eg: 
Acceptance Reference Letter from 
OBGYN

* Adding a tag is optional

MOA / 
Ordering 
Provider

•Go to Outgoing Referral Folder -
Set Filters as mentioned above

•Open the patients referral card 

•Change status to: 'Received' if 
referral is accepted/ waitlisted

• Leave comment if required

•Save & Close

Update the 
Referral card



 

 

 

 

 

MOA – Managing Incoming Referrals 
[Receiving a Referral out of CHR] 

[Set Filter in Incoming Referral folder – All Status, Name of Service Provider to respond to the referrals] 

 

 

Receives Referral 

Inbox as 
'Incoming Fax'

OR 

By mail

MOA

Incoming Fax - Attach to 
patient file tagged as 
Referral, Rename Referral 
- Title as the reason

OR

By Mail - Scan And Upload 
in Inbox, Attach to 
patient file tagged as 
Referral, Rename - Title 
as the reason

Attach to 
Patient 
Chart

•Click 
Referrals at 
the bottom 

•Complete 
referral card

Create a  
Referral 

card

• Status -
Requested

•Priority - Not 
yet triaged

•Save & Close

Change 
Status & 

Save


