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Instructions and Screen Shots for Reporting Referrals in IWDS 

 

Add a referral on IWDS 

From the customer menu select 'Add Referral' 

 

 

If local providers have been set up, selection can be made from that list.  Otherwise select 
'Search Providers'. 
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Search is done by any item on the screen.  Note that all items selected are 'and' conditions.  If 
too many items are selected, there may not be a match. 

Since the service type data is not necessarily well maintained, selection should not be made on 
those criteria. 

Then select 'Search' at the bottom of the 'Search Locations' screen. 
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Pick the provider the referral is to be addressed to. 
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Complete the form.  Drop down the list of contacts to select a contact, select 'List Contacts' to 
review the contact data, determine if there is an e-mail address, or to add a new contact for this 
provider.  

In order to have an e-mail sent to a contact, the contact must be on the list, an e-mail must be in 
the database, and the radio button 'Send E-Mail' must be set to Yes. 

 

NOTE:  If you do not select a specific contact from the list or if the contact does not have 
a valid email established in the system, no electronic transmittal of the referral will occur 
and no credit for the referral will be given when the annual submission of referrals is 
produced.  
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Select 'View' to edit the data or to look at the e-mail address.  From the 'List Contacts' screen, 
select return. 
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When the form is completed, print as necessary for the customer and staff.  Note that the 
content under 'Staff Comments' will be sent to the contact if there is an e-mail and printed for 
staff, but not printed for the client. 

 

 

 

From the customer menu, select 'List Referrals' to see all referrals that have been made. 

 


