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Assessment Dashboard 
Through the assessment dashboard, you can see all referrals from your service area that have 
been recently sent, are in the process of being sent or have been recently declined. There are 
three tabs in an Assessment Dashboard: Active Referrals, Task List and Client Search. 
 
Instructions 
Step 1 
Click the Assessment icon on the 
homepage. 

 

Step 2 
Select your organization: 
A) If you have access to multiple 

organizations, select the 
vendor/hospital (e.g. Toronto 
General Hospital) 

 
B) Select your service provider/unit 

(e.g. TG-IC Program IP-SMB 
Cardiology) 

 

Step 3 
Click on the Active Referrals tab. 
 
Step 4 
Filters 
You can search for all open referrals 
from your service area by using one 
of the following filters, located at 
the top of the Dashboard: 
A) Care Type 
B) Service Provider 
C) Referral Statuses 

Click on the  to select an option. 
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Step 5 
Sorting 
You can sort referrals alphabetically 
in the following columns: 
A) Name 
B) Care Type 
C) Referral Owner 
D) Current Location 

 
To sort the respective column: 
1. Click on the Sort button. 
2. Select which column you would 

like to sort and by ascending 
(ASC) OR descending (DES).  

 

 

 

 

 

 

 

Step 6 
Form Status 
A) Under the Care Type Column, 

the status of the form is 
indicated: 

• Complete – Sent 
• Complete – Not Sent 
• Incomplete  
 
B) When you select Incomplete, 

the tabs that are not completed 
will appear. 

 
Step 7 
A) Referral(s) 
This column indicates the receiving 
organization’s response 
 
B) The responses are: 
• Pending – The referral has not 

been actioned on  
• Accepted – The referral has 

been accepted the referral. After 
the referral has been accepted, 
the receiving organization may 
Admit and the referral will then 
drop off the dashboard. 

• Request for Information 
(RFI) – The receiving 
organization requires more 
information to process the 
referral.  
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• Deny – The referral has been 
denied. The patient does not 
meet the receiving 
organization’s admit/accept 
criteria. 

 
For more information, please refer 
to the quick guides: 
• Respond to Requests for 

Information 
• Respond to Denied Referrals 

Step 8 
Once the active referrals have been 
refined, select the patient. After 
you have selected the patient, the 
background colour will change from 
grey to blue. 
 
Step 9 
Click on either View Only or the Edit 
button: 
A) If a referral is no longer 

required, click the Deactivate 
button and move forward with 
the prompts. 

B) To view the patient’s referral(s), 
click the View Only button. 

C) To edit the patient’s referral(s), 
click the Edit button. 
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