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Acting on SENT Referrals  
 

The GLHC Command Center provides a Referrals Worklist as a way to access, organize and manage 

outgoing referrals.  This Quick Reference Guide will focus on acting on Sent Referrals. 

Accessing Sent Referrals 
1. Log into the Command Center. 

2. Click on the Referrals Worklist icon to display the Referrals Worklist. 

3. Note:  If your office has received new referrals they will be indicated on the Referrals Worklist 

icon with a red number.  

Finding Sent Referrals 
To locate all received referrals, click on the Sent referrals Tab. 

 

Navigating the Referrals Worklist Columns 
Information displayed for each referral category includes the following Columns:  

 
 State (Identifies specific actions items including My List, New Communications, Requested 

Cancelations)  

 Patient  (listed by Last Name, First Name) 

 DOB  (Patient’s date of birth) 

 Status (Identifies the status of a referral including: Accepted, Declined, Scheduled, Cancelled, etc.) 

 Sent To (Name of Receiving Office/Location) 

  
 To Provider (Name of Requested provider, if selected) 

 Date Referred  (Initial Referral date) 

 Updated  (Displays last date referral was updated) 

 Scheduled (Displays date of appointment or rescheduled date if applicable) 

 Contacted (Displays whether the patient was contacted about their appointment date/time) 

 Assigned to User (Displays the name of the person the referral is currently assigned to.  This is an 

optional feature that will be discussed later.) 
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Referral Status 
The Status of a referral will change based on actions taken by the receiving office: 

 
 

Types of Status 
 Requested (Office has not received the referral) 

 Received (Referral received, but no action taken) 

 Accepted (Referral accepted but not scheduled) 

 Scheduled (Date and Time displays as well) 

 Consult Added (Attachment available in referral) 

 Cancelled (Your office acknowledged cancellation) 

 Declined (Declined - never accepted or scheduled) 

 Marked Complete (Referral completed and finalized) 

 

Note:  (no show) will display alongside an Accepted or Scheduled status if the patient did not 

show up for the appointment.   

 

These referrals will need to have the cancellation acknowledged to change the status to Cancelled.  

(See more information on Cancelling a Referral discussed on page 4). 

Opening a Referral  
To open a referral, simply click on the patient’s name: 
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Viewing Sent/Received Referral Information 
When opening a Referral, the following page will display various sections separated by a line between 

each section: 

1. Information (Including patient’s Name, Status, Referral Reason, Comments, Providers, etc.) 

2. Scheduling Information (Including appointment date/time and comments) 

3. Questions Asked at the Time of Referral Submission (Including answers to the questions) 

4. Attachments (Including the title and size of document, and date it was uploaded) 

5. Communications (Including the messages, sender and date/time of communication) 

6. Person Information (Including Patient demographics, Supporting Parties and Insurance) 

 

 
Note: Both sending and receiving sites view the exact same information. 

1. 

2. 

3. 

4. 

5. 

6. 
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Acting on a Referral 
The listing of Available Actions changes depending on the current status of a referral.  Once a referral 

has been sent, there are only 2 Available Actions. 

1. Cancel Referral (Sent in error, patient chose not to accept the referral, patient chose another 

provider, etc).  You must give a reason for cancellation. 

2. Acknowledge Cancellation (Receiving office requested to cancel the referral. They too must provide 

a reason.  Referral status will not change to Cancelled” until your office acknowledges the request. 

Cancelling a Referral 
1. Open the referral you want to process. 

2. To the Right of available Available Actions select “Cancel Referral”. 

 
Cancellations are available for the following Status: 

 Requested  

 Received  

 Accepted  

 Scheduled  

Note:  DO NOT cancel a DECLINED referral.  This option only creates extra work for you and the 

receiving office. 

Request to Cancel a Referral 
The referral can be cancelled by either practice office before or after scheduling by the referred office. 

1. From the Available Actions drop-down list, choose Cancel Referral.  

2. Enter a required cancellation reason in the text box. 

3. Leave the box unchecked to keep the referral after cancellation, 

or check to purge it after cancellation. 

4. Choose Yes. 

A request will be sent to the other office to acknowledge cancellation.  

The status will not change to Cancelled until it is acknowledged by 

the other office.   

5. Note:  Once a referral is cancelled the status can no longer be changed or updated. 

 

Refer to “11. Cancelled Referrals” Quick Reference Guide for more information. 

Reviewing a Scheduled Referral 
When a referring office accepts a referral, it is moved from the Not yet accepted category to In progress 

1. In Received referrals, click on the In progress category. 
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2. If desired, click on Scheduled button to sort scheduled referrals by date. 

 
 

3. Select a Patient to open the referral. 

 

4. Locate the Scheduling Information section. 

 

5. IF the patient is aware of the appointment, Patient has been contacted displays. 

 
 

6. IF the patient is NOT aware of the appointment, Patient not contacted displays. 

 
 

7. Note:  This information is also available in the Contacted column in the Worklist 

 
 

8. Once you contact the patient, you can change the value from No to Yes.  This will not, however, 

allow you to change the date/time of the appointment.  Open the Referral and select the Change 

button in the Scheduling information section.   

 
 

9. Change the selection from Please contact the patient to Patient has already been contacted and 

then selecting Update scheduling info. 

 

The system also tracks who updated the information for both the Sender and Receiver’s site.  

 

The status of Contact will also change from “No” to “Yes” in the Worklist. 
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Rescheduled Appointments 
A receiving office may use the option to reschedule appointments.  If an appointment has been 

rescheduled, it will display a clock to the left of the date/time.  

 
NOTE:  Not all offices are utilizing this functionality.   

 

To view the specifics of the rescheduled appointment, open the referral.  The updated appointment, 

comments and patient contact information is updated.   

 
 

A Previous Scheduling Information section is available to the referral to document the original 

scheduled date and time. 

 

Sending a Communication Message 
You can send information to the receiving office (Such as:  “Added new lab results”, “First attempted 

contact”, “Need physician notes before we can accept the referral”, etc).   

 

 

Communicating in a SENT referral 

You may send communication within the following Status: 

o Requested  

o Received  

o Accepted  

o Scheduled 

o Declined  

No communications are available for the following Status: 

o Cancelled  

o Consult Added 

o Marked Complete  

 

Refer to “10. Using Referral Messaging” Quick Reference Guide for more information. 
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Adding Attachments 
The option to add additional attachments AFTER a referral has been made can be very useful.  Example:  

The referral was made and 2 days later the lab results arrive.  With the Referrals application, you can add 

these attachments rather than faxing them to the office. 

 

1) Within the referral, locate the Attachments section.  

 

2) If attaching a document, click on + Add. 

 
 

3) Click Browse for the appropriate file and locate the desired document in your system. 

 
 

4) Make sure to add a Title (Name) to the attachment and then select Click Upload to add the 

attachment.  The receiving office will see the new attachment. 

 
 

5) If you do not want to Upload the document, click on – Remove. 

 

Important:  Add a message stating that you have added a new document as there is no alert for added 

documents. 

10MB limit 
The cumulative maximum size limit for adding attachments is 10MB. 

 

If you add an attachment that maxes out the 10 MG limit, you will receive the following message and the 

document will not be attached: 
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Return to Worklist 
Click on Worklist to go back to the list of referrals. 

 

Printing referrals 
The print feature of a referral has been modified to assist offices that need to create a printed or PDF 

version of the referral.  Below is a version of the printed document.  When in the patient-specific Referral 

screen, choose Print to print a hardcopy of the referral.   

 
 

 
 

Note:  Attachments must be printed separately. 

mailto:support@gl-hc.org

