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REJECTING A REFERRAL USING REFERRAL MANAGEMENT 

1. Navigate to Referral Management from the top banner bar.  

 

 

 

 

 

 

 

 

2. Select the correct referral with a Pending Acceptance status. Open the Referral Case 

details by clicking in the white area of the row the patient’s name is on (e.g. where the 

star icon is).  

 

How to reject a referral in a Pending Acceptance status. 
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3. Ensure the Worklist is correct (click the dropdown caret and select appropriate worklist) 

 

4. Select Reject to reject the referral or indicate that a referral sent was rejected. 

 

5. Enter a codified rejection reason, and, optionally, a free-text rejection reason. The 

system updates the status of the referral to Rejected. 
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6. Now you inform the provider of the rejection reason, a provider letter would be used. 

Click on the black dropdown next to Communicate and select Provider Letter. 
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7. Search for and select a provider from the Search for Provider list, or select a provider 

from the Favorite or Recent Recipient tab. If you need to manually enter a recipient's 

click Add Freetext Recipient. The provider is added to the Recipient list. 
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8. Select a cell from the Recipient list and update the provider's information as needed. 

 

 

 



  

 
6                                        

 

TIP SHEET 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

 

 

 

9. Click OK. The Create Letter dialog box is displayed and you can input why the referral 

was rejected. When complete select OK to send the provider letter. 

 

 

 


