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Purpose 
The purpose of this guide is to validate the 
new functionality that allows users to add 
customers to the Referral System, create 
single or multiple referrals for those 
customers, and send referrals to 
the appropriate referral organization.  
 

 

 

Add a Customer to the Referral System 
• Log into the referral system: [LINK] 

• Select “Add Customer.” 

• The system will open a modal 
to add a new customer. 

• Enter the required 
information: 

• First Name 
• Last Name 
• Date of Birth 
• Email 
• Veteran Status 
• Zip Code 
• Organization 

 
 
 

Audience 
This guide is intended for partners, 
program staff and organizations to 
add customers and add referrals 
for customers in the Referral 
System. 
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• Select “Add Customer.”  

• Note: After Adding a customer, an 
option to go directly to adding a 
referral will appear. 

 
 
 
 
 
 
 
 
 

Add a Referral or Multiple Referrals to a Customer 
 

• Select the customer from the 
“Customer List.” 

 

 

 

 

 

 

• Note – After selecting the customer, there is a view of customer details on the left 
panel.  
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• Select “Add Referral.” 

• A page will display with a drop-
down menu to “Select Referral 
Services.”  

• Select the referrals needed. 
• Note: Number of 

Available providers 
are shown for each 
Referral Service 

• Select the appropriate 
organization from each drop-
down option. 

• Note: Providers are 
listed in order of 
distance from the 
customer’s address 

• To remove a service, select the 
“Remove” button. 

• Click “Save.” 
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Updating and Sending Referral to Contact 
• After adding referral services and 

organizations, the user will be directed 
to the Referral Information Page. A 
referral Status Progress bar is shown 
at the top of the page. 

• Select “Add or Update” under 
“Consent Status.” 

• Indicate Referral Consent. 
• Note – If updating consent, the user 

can “Renew Consent or Revoke 
Consent.” 

 
• Select “Save.” 
• Select “Primary Contact” from the 

drop-down menu. 
• Select “Save.” 
• Note – If there are multiple referral tabs 

for the customer, follow the steps for 
“Referral Consent and Primary Contact” 
for each tab.  

• After adding Referral Consent and 
Primary Contact, the “Send & 
Save” button will turn blue. Once 
blue, select “Send & Save.” (This 
will generate an email to the 
primary contact at the referral 
organization) 

• After a referral has been Sent, the user can use the “Respond for Provider” Button 
to update it on the providers behalf. Update Status, provide Notes and “Save” 
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 Viewing Customer Referral History 
 

• At the bottom of the “Customer Referral 
Information” page, a customer’s referral 
history can be viewed.  

 
 
 
 
 
 
 
 
 
 

• Note – At any point in time, additional 
referrals can be added to an existing 
customer by clicking on the 
customer’s name from the 
“Customer’s List.” From there, the 
status of all referrals can be seen, as 
well as adding any additional referrals 
with the “Add Referral” button.  
 

 
 
 

 
 
 
 
 
The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids 
and services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by 
persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant 
awarded by the U.S. Department of Labor’s Employment and Training Administration. 
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