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Where to go and how to get there 

Start by opening the center column folder labeled Staff Profiles > General Profile > then select Activities. 

 

The following screen will look like this: 

Select “Staff Referrals to Providers”. 

 

Here select “Add Referral” to enter a new referral.  
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The following screen will populate with 3 sections: “General Information”, “Type of Referral” and “Provider 
Information.” It will look like this: 

 

 

 

Fill out the four red asterisks * and then scroll down to the next section.  

 

 

Fill out the four red asterisks * , include as much detail as possible in the additional information section 
and then scroll down to the next section.  

Provider Information: 
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Click “Search for Provider”. This is the easiest way to obtain all the necessary information for the provider.   

 

Enter the provider’s name you are looking for and click “Submit”. 

 

Select the provider you are searching; this will prepopulate the provider information in this section.  
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Once this information is completed, select “Save”. 

 

 

The completion page will populate: 

 

Now the referral is complete. Select “Return to Activities Folder” to return to the Navigation Tree menu.  
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To complete a referral 

Start by opening the center column folder labeled Staff Profiles > General Profile > then select Activities. 

 

Select “Staff Referrals to Providers”. 

 

Select “Edit” on the referral that applies to the appropriate program 

 

Review the information that was provided, then scroll down to the “Referral Result” section. 
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Answer the three questions (you must enter a status to close the referral). 

 

Once this information is completed, select “Save”. 

 

The next page will populate and now the “Status” of the referral should reflect “Completed”.  

 

Please note: 

For WIOA referrals:  
The 136 service/activity under the Wagner-Peyser Application will automatically populate.  
 
For "Other" referrals such as the SkillUP, EDA grant, etc:  
The 140 service/activity under the Wagner-Peyser Application will automatically populate.  
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