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1. Login 

2. Ensure you are on the incoming tab 

3. Click on a new referral which will be listed in bold 

4. Read the referral  

5. Click on Process Referral    

6. If you would like to accept the referral click Save to 
the default Acknowledged  selection OR if you need 
to add notes select Acknowledge with notes  

7. Click Save  

8. If your service is not appropriate for the incoming 
referral or there is insufficient information, select 
Refer Back  button and provide a reason for 
referring back. 

 

 

Service Coordination  
Once you have begun to action the referral (ie. booked the client in for an assessment) you should return to the eReferral 
system, bring up the relevant referral and provide updates for the sending service.  

1 If the referral has been listed in bold, you will 
need to read the notes from the sender and click 
on I’ve seen this  before you can process the 
referral. 

2 Select Process Referral  and select from the 
drop down list the appropriate status. 

3 Include relevant notes and dates if applicable. 

4 Click on Save  

 


