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Instructions 
 

Step 1 
Access patient referral 

 
For more details on how to 

access existing patient 

profile, please review the 

Edit or Update guide. 

 
Step 2 
Locate outdated referrals 

 

A) On the dashboard, click 

on the Task List  

 

B) On the Days Since Start 

New Referral column, 

click on the drop down 

arrow to sort the 

referrals from largest to 

smallest 

C) Select the patient records 

that have the largest 

number  

D) Select view only  
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Step 3 
Review referrals 

 

A) Review the referrals 

including the comments 

for each Service Provider 

in the Send and Manage 

Referrals tab 

 

If referral is out of date and 

no longer appropriate: 

B) click on Client Details 

tab  

C) Click Edit button 

 

Step 4 
Deactivate referrals 

 

A) Click on Deactivate 

button 

B) Select most appropriate 

Reason 

C) Add comments if 

additional information is 

relevant 

D) Click on Deactivate 
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