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Create & Process a Service Referral for
a Client

This guide provides a step-by-step process for creating a service referral for clients,
ensuring that users can efficiently navigate the system and complete necessary tasks.
Users can streamline their workflow, improve client support, and ensure accurate
documentation of services provided. It's an essential resource for anyone involved in
client management, particularly in social services or healthcare settings. NOTE:
Service Referrals no longer need to be done in CAREWare.

1 Navigate to https://lvtgarwisetest.jprog.net/RWISE/home

https://lvtgarwisetest.jprog.net/RWISE/home


Made with Scribe - https://scribehow.com 2

2 Enter your credentials

3 Select your provider domain.
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4 Click "Submit"

5 Click "RWISE" as the web application
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6 Search for your client by entering any of the following into the search criteria:

7 Select your client
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8 Click "Service Referrals"

9 Click on the "+" sign
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10 Click this checkbox if it is an Emergency Referral. Leave unchecked if regular
priority.

11 Select the "Internal" option.
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Alert! INTERNAL must always be chosen as the option when sending a referral to a
provider within the Ryan White Network. If you choose External - the referral will
not be sent as that is for tracking purposes only when clients needs services
beyond Ryan White.

12 Select "Pending" option as it needs to be in this status to remain open and send to
the receiving provider.
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13 Select the Provider from this dropdown

14 Select the "Service Category"
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15 Click this field and enter any useful notes.

16 Click this text field and type in your name and phone number in case you need to
be reached by the other provider.
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17 Click "Save"

18 Click "Service Referrals" and you will see the full list of all incoming and outgoing
referrals.



Made with Scribe - https://scribehow.com 11

19 You can click on any column name to sort the list in ascending or descending
order. You can also filter the list on keywords. To filter, hover over the column
until you see the 3 lines menu.

20 In this example, we are filtering to only see all of the INCOMING types so I can
process those out.
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21 Click "Clear Filters" to clear filter and return to the full list.

22 To process an incoming referral click on the client of choice and you will be taken
to their profile.
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23 Scroll down to the Service Referrals area and click on the pencil icon to edit.

24 You will only be able to edit STATUS, RECEIVER NAME and NUMBER, and RECEIVER
COMMENTS. This is because we don't want receivers to be able to change the
information sent from another provider. Click this dropdown and select the
appropriate Status.
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25 Click this text field.

26 Click this field.
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27 Click "Attachments" to review any relevant supporting documents.

28 Click "Save"
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29 And that's it! You're done.


