Referrals

1) My provider isn’t in the Referral list!
Email the GE administrator with the name of the provider, address, and phone number of the provider, as well as the type of services provided.

2) I created the wrong referral/created a referral in the wrong child’s file.
Email your GE administrator to remove the referral.

3) Why does it show a blank provider list when I hover over “Referral Number”?
If the referral was not filled out properly, it will not complete. Clicking on “Save” only saves the provider list.
Hover your pointer over the Referral #. Does it say “Provider List”?
If so, click on the Referral #
· Select the child’s name in the drop-down box of the correct service.
· Click in the checkbox below the child’s name.
· Scroll to the bottom of the page and click on “Referral Letters”
· Click on “Done” above the letter.
· The referral should now be complete.

4) Why is my provider list not filled out? I already did it.
The referral is not completed. See steps above. The form was saved, though referral letters were not created.

5) Why does it say “Services Requested” instead of “Referrals Generated”?
The referral is not completed. See steps above. The form was saved, though referral letters were not created.

6) Why doesn’t the save button work?
The save button works differently than you might think. It saves the provider list, not the selections in that page.

7) Where is My Quality of Referral? It’s not on my workflow.
Go into the child’s file, and click on Guardian/Household information.
Scroll down to Family Needs
Make sure that the referral has been filled out properly.
· Look at the Referral. It should read: Referral #x for mm/dd/yyyy
· To the right of that, it should read: **Referrals Generated by you**
· If it reads **Services Requested by you**, the referral has not been completed. Follow instructions from #1.
· If it reads **Referrals Generated by Another Person**, then the Quality of Referral may show up on that person’s workflow instead of your own. Email GE Administrator to see if the QoR can be reassigned. 

8) I clicked on the dot for the QoR on my workflow, but it takes me to a blank QoR!
Currently Under Investigation
