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Definitions 

Referral:  

The distribution of application package information to internal government 

agencies, public or other stakeholders with the intent of obtaining important 

information, perspectives and recommendations on the application. 

Referral Agency Types: 

¶ Internal Agency ς Agency internal to the Government (i.e., Ministry, Agency) 

¶ External Agency - Agency that resides external to the Government. This can 

include any individual, corporation or society that is external to government 

(i.e., BC Hydro, Bob Smith) 

¶ Referral Center 

User Groups of the E-Referral System: 

¶ Referral Coordinator/Email coordinator - Person who initiates a referral by 

creating and sending it. 

¶ Recipient/Respondent - Person who receives a referral and responds to it. 
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¶ Response Coordinator - Person who collects all the responses and creates a 

summary report. 

Recipient/Representative Type: 

¶ Primary ς A representative that will automatically receive email notifications for 

all Referral Requests ŀƴŘ ǿƘƻ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƳŀƛƴǘŀƛƴƛƴƎ ŀ wŜŦŜǊǊŀƭ !ƎŜƴŎȅΩǎ 

profile. 

¶ Alternate ς A representative that will receive email notifications for Referral 

Requests, only if configured to do so. 

Referral Level: 

¶ Mandatory ς A response to a Referral Request is required. 

¶ Optional - A response to a Referral Request is optional. 

¶ Notification ς The Referral Request is only a notification that does not require a 

response. 

¶ Summary Only ς The Summary Report sent after a referral is closed. 
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Introduction and Purpose 

This manual is intended to give you a step-by-step overview of the online, web-

based automated E-Referral system. It provides all the information needed to 

respond to a referral request, manage referral agencies, search referral requests 

and relevant additional information that is useful to perform these tasks 

effectively. 

Logging into the E-Referral System 

You can access the E-Referral system by clicking on the following URL link:  

https://j200.gov.bc.ca/ext/ereferral/Default.aspx?PosseMenuName=ERMain 

You will see the screen below as your landing screen. From here, you can log in to 

the E-Referral system using your IDIR credentials or a BCeID. 

 

https://j200.gov.bc.ca/ext/ereferral/Default.aspx?PosseMenuName=ERMain


Page 6 of 140 
 

Once you have successfully logged in to the system, the following E-Referrals 

homepage will be visible. 

 

 

Navigating the E-Referral System 

The E-Referrals homepage consists of several menus that will help you to navigate 

through the system. 

Ψ.Φ/Φ IƻƳŜΩ 

 



Page 7 of 140 
 

Clicking on this menu will take you to the official website of the Government of 

British Columbia, which will open in a separate tab. 

 

 

Ψ9-wŜŦŜǊǊŀƭǎ IƻƳŜΩ 
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Clicking on this menu, you can navigate back to the home page of the E-Referral 

system from any part of the system you are in. 

ΨaŜnǳΩ 

 

 

This menu consists of most of the features and functionalities provided by the 

system. From here, you can access resources (Contact Us, Ministry websites, etc.), 

other websites (FrontCounter BC, GeoBC Gateway, etc.), E-Referrals home page 

ŀƴŘ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘƭȅΣ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩΦ 
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Common Functions 

 

 

¢ƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ƳŜƴǳ ƛǘŜƳ ǇǊƻǾƛŘŜǎ ƭƛƴƪǎ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŦǳƴŎǘƛƻƴŀƭƛǘƛŜǎΥ 

My Referrals ς Navigate to the Referral Requests assigned to you that you need to 

respond to. 

My Referral Agencies ς Navigate to Referral Agencies you are a part of. 

Referral Requests ς Search for Referral Requests created in your Referral Center. 

My Profile ς Navigate to your profile. 
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Ψ9Ȅƛǘ ǘƘƛǎ Ŝ-ǎŜǊǾƛŎŜΩ 

 

 

Clicking on this link will log you out of the E-Referral system and a log out 

confirmation will be displayed as follows. 
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Confirming User Profile Information 

When you log in to the E-Referral system, it is important to ensure that your user 

profile information is up to date. 

1. /ƭƛŎƪ ƻƴ ǘƘŜ Ψaȅ tǊƻŦƛƭŜΩ ƳŜƴǳ ƛǘŜƳ ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ 

ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳΦ 

 

 

2. Next, you will see a screen with your User Profile Information.  Fill in any missing 

information.  In particular, please be sure to fill in your first name, last name, 

and email address. 
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3. When you have finished reviewing the information on this page and making any 

ƳƻŘƛŦƛŎŀǘƛƻƴǎΣ ōŜ ǎǳǊŜ ǘƻ ŎƭƛŎƪ ǘƘŜ Ψ{!±9Ω ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ȅƻǳǊ ŎƘŀƴƎŜǎΦ 

 

Managing Referral Agencies 

!ŎŎŜǎǎƛƴƎ ǘƘŜ Ψaȅ wŜŦŜǊǊŀƭ !ƎŜƴŎƛŜǎΩ aŜƴǳ LǘŜƳ 

To manage the Referral Agencies that you are a representative of, you need to click 

on the Ψaȅ wŜŦŜǊǊŀƭ !ƎŜƴŎƛŜǎΩ ƳŜƴǳ ƛǘŜƳ ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ 

ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳΦ 
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However, there could be instances where the Ψaȅ wŜŦŜǊǊŀƭ !ƎŜƴŎƛŜǎΩ menu item 

does not appear ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳ as 

follows. 
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This means that you are not properly registered with the E-Referral system due to 

either of the following reasons. 

¶ The registration email was not sent to you. 

¶ You did not complete the registration process as outlined in the registration 

email. 

If you did not receive the registration email, you need to contact the FrontCounter 

BC office nearest you and make a request for the registration email to be sent to 

ȅƻǳΦ LŦ ȅƻǳ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ŜƳŀƛƭΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƭƛŎƪ IŜǊŜΩ 

link of the email to register your BCeID or IDIR with the E-Referral system. 

 

Once this step has been completed, you will be successfully registered with the E-

Referral system and the Ψaȅ wŜŦŜǊǊŀƭ !ƎŜƴŎƛŜǎΩ menu item will be visible under the 

Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳ. 

Updating Referral Agency Information 

Using the E-Referral system, you will be able to update Referral Agency information 

of the Referral Agencies that you are either a Primary or Alternate representative 

of. 

https://portal.nrs.gov.bc.ca/web/client/locations
https://portal.nrs.gov.bc.ca/web/client/locations
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1. To access the Referral Agencies you are representative ƻŦΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψaȅ 

wŜŦŜǊǊŀƭ !ƎŜƴŎƛŜǎΩ ƳŜƴǳ ƛǘŜƳ ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ 

ΨaŜƴǳΩ ƳŜƴǳΦ 

 

You will land on the below screen, which will display all the Referral Agencies you 

are a representative of. 
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2. Click on the hyperlinked name of the Referral Agency that you want to update 

information of. 

 

Next, you will be directed to the following screen which displays information 

relevant to the Referral Agency as well as their configurable options. 
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This screen displays information regarding the Referral Center, Agency Name, and 

the Agency Type (one of Internal Agency, External Agency or Referral Center).  

 

 

**IMPORTANT** - For you to be able to manage a Referral Agency in the E-Referral 

ǎȅǎǘŜƳΣ ƛǘ ƴŜŜŘǎ ǘƻ ōŜ ǎŜǘ ǳǇ ŀǎ ŀ ΨSelf-ManagedΩ wŜŦŜǊǊŀƭ !ƎŜƴŎȅΦ LŦ ƛǘ ƛǎ ƴƻǘ ŀ ΨSelf-

ManagedΩ !ƎŜƴŎȅΣ ǘƘŜƴ ǘƘŜ ŀōƻǾŜ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀǎ Ŧƻƭƭƻǿǎ ǿƘŜǊŜ ƴƻƴŜ ƻŦ ǘƘŜ 

information is editable. If you want to have the ability to manage the Referral 

Agency, please contact the FrontCounter BC office nearest you and request the 

wŜŦŜǊǊŀƭ !ƎŜƴŎȅ ǘƻ ōŜ ŎƻƴŦƛƎǳǊŜŘ ŀǎ ŀ ΨSelf-ManagedΩ wŜŦŜǊǊŀƭ !ƎŜƴŎȅΦ 

https://portal.nrs.gov.bc.ca/web/client/locations
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3. To configure the Response Method that the Referral Agency uses to respond to 

E-Referrals, click on the following dropdown. 
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Managing the Response Method 

Authenticated Web 

If you select this option, responding to Referrals sent to you via email or the online 

system will require authentication. 

¶ External Agency ς Authentication via BceID 

¶ Internal Agency ς Authentication via IDIR 

Guest Web 

{ŜǘǘƛƴƎ ǘƘŜ wŜǎǇƻƴǎŜ aŜǘƘƻŘ ǘƻ ΨDǳŜǎǘ ²ŜōΩ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǊŜǎǇƻƴŘ ǘƻ wŜŦŜǊǊŀƭǎΣ 

online, without requiring any authentication. For example, when you receive a 

wŜŦŜǊǊŀƭ wŜǉǳŜǎǘ ǘƻ ȅƻǳǊ ŜƳŀƛƭΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƭƛŎƪ HŜǊŜΩ ƭƛƴƪ ŀǎ 
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follows and directly connect to the E-Referral system without the need for BCeID 

or IDIR authentication. 

 

** NOTE** - Currently, the E-Referral system does not allow you to set the 

wŜǎǇƻƴǎŜ aŜǘƘƻŘ ǘƻ ΨDǳŜǎǘ ²ŜōΩ ǿƘŜƴ ǘƘŜ wŜŦŜǊǊŀƭ !ƎŜƴŎȅ ƛǎ Ψ{ŜƭŦ-aŀƴŀƎŜŘΩΦ 
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If you wish to have the Response aŜǘƘƻŘ ƻŦ ȅƻǳǊ wŜŦŜǊǊŀƭ !ƎŜƴŎȅ ŀǎ ΨDǳŜǎǘ ²ŜōΩΣ 

please contact the FrontCounter BC office nearest you and make a request. 

However, you will then not be able to maintain the Referral Agency yourself as it 

ǿƛƭƭ ōŜ ŎƻƴŦƛƎǳǊŜŘ ŀǎ ŀ Ψƴƻƴ-Self-aŀƴŀƎŜŘΩ ŀƎŜƴŎȅΦ 

 

 

Manual to Coordinator 

If you select this option, you agree to respond to Referrals using a non-online 

method such as fax, email, mail (hardcopy), etc. In this case, the Referral 

Coordinator will enter the response into the E-Referral system. 

4. To configure the Request Method that the Referral Agency wishes to receive 

Referrals, click on the following checkboxes as required. 

https://portal.nrs.gov.bc.ca/web/client/locations
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Managing the Request Method 

Email 

If ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ Ψ9ƳŀƛƭΩ ƻǇǘƛƻƴΣ ŀƴ ŜƳŀƛƭ notification will be sent to your inbox when 

a Referral Request has been sent to your Referral Agency. This email will contain a 

Ψ/ƭƛŎƪ IŜǊŜΩ ƭƛƴƪ ǘƘŀǘ ǿƘŜƴ ŎƭƛŎƪŜŘ, will directly allow you to connect to the E-

Referral system to record your response.  

In this case, you might need to authenticate yourself using a BCeID or IDIR or will 

ōŜ ŀƭƭƻǿŜŘ ǘƻ ƭƻƎ ƛƴ ŀǎ ŀ ΨDǳŜǎǘΩ, based on how the ΨResponse MethodΩ of the 

Referral Agency has been configured. 
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** NOTE** - You will still be able to access the Referral Request electronically via 

the online E-wŜŦŜǊǊŀƭ ǎȅǎǘŜƳ ŀǎ ƛƴŘƛŎŀǘŜŘ ƛƴ ǘƘŜ ōŜƭƻǿ ǎŜŎǘƛƻƴΦ {ŜƭŜŎǘƛƴƎ ǘƘŜ Ψ9ƳŀƛƭΩ 

Request Method would additionally send an email notification to your inbox when 

a Referral Request has been sent to your Referral Agency.  

Online 

Selecting this option will allow you to receive Referral Requests electronically via 

the online E-Referral system. When you log in to the system using your BCeID or 

IDIR, you will be able to access the Referral Requests that the Agencies you are a 

representative of have received. They can be accessed via the Ψaȅ ReferralsΩ ƳŜƴǳ 

ƛǘŜƳ ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳΦ 
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**IMPORTANT** - When the checkbox for the ΨhƴƭƛƴŜΩ Request Method is 

selected, the only allowable option for Response aŜǘƘƻŘ ƛǎ Ψ!ǳǘƘŜƴǘƛŎŀǘŜŘ ²ŜōΩΦ 
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** NOTE** - It is ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ȅƻǳ ŀƭǎƻ ǎŜƭŜŎǘ ǘƘŜ Ψ9ƳŀƛƭΩ wŜǉǳŜǎǘ aŜǘƘƻŘ 

ǿƘŜƴ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ΨhƴƭƛƴŜΩ wŜǉǳŜǎǘ aŜǘƘƻŘ ǎƻ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ōŜ ƴƻǘƛŦƛŜŘ Ǿƛŀ ŜƳŀƛƭ 

when a Referral Request is sent to an Agency you are a representative of. You will 

receive this notification only ƛŦ ǘƘŜ Ψ9ƳŀƛƭΩ ŎƘŜŎƪōƻȄ Ƙŀǎ ōŜŜƴ checked. 

Hard Copy 

If you want to receive Referral Requests in a non-electronic method (e.g., email, 

fax, mail) or wish to receive a hard copy letter in addition to receiving the Referral 

ƛƴ ŀƴ ŜƭŜŎǘǊƻƴƛŎ ŦƻǊƳŀǘΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ΨIŀǊŘ ŎƻǇȅΩ ŎƘŜŎƪōƻȄΦ However, when 

this checkbox is checked, it is mandatory that you enter a mailing address. 
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¢ƻ ŀŘŘ ŀ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!55 !55w9{{Ω ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

 

 

Fill out the mandatory fields in the following screen that pops up and click the SAVE 

button. 
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The entered address will now be displayed as follows. 

 

 

You can then click on the SAVE button to complete the configuration of your 

Referral Agency to receive Hard Copy Referral Requests. 
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**IMPORTANT** - If only ǘƘŜ ΨIŀǊŘ ŎƻǇȅΩ ŎƘŜŎƪōƻȄ ƛǎ ŎƘŜŎƪŜŘΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ 

ŀƭƭƻǿŜŘ ǘƻ ǎŜƭŜŎǘ Ψ!ǳǘƘŜƴǘƛŎŀǘŜŘ ²ŜōΩ ŀǎ ǘƘŜ wŜǎǇƻƴǎŜ aŜǘƘƻŘΦ The permitted 

wŜǎǇƻƴǎŜ aŜǘƘƻŘ ƛƴ ǘƘƛǎ ŎŀǎŜ ǿƻǳƭŘ ōŜ Ψaŀƴǳŀƭ ǘƻ /ƻƻǊŘƛƴŀǘƻǊΩΦ 
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5. To manage the representatives of your Referral Agency, use the highlighted 

section of the below screen. 

 

 

In this section, you will be able to see your Name, Email address and Representative 

Type (either Primary or Alternate) as you are already registered with the E-Referral 

system (via BCeID or IDIR) as a representative of the Referral Agency you want to 

manage. 
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**IMPORTANT** - The first representative to be added to a Referral Agency should 

be added by the system administrator and a registration email will be sent to the 

representative to complete the registration. Once completed, the first 

representative can log in to the E-Referral system and add more representatives to 

the Referral Agency. 

Managing Representatives 

Adding a Representative 

To add a representative to your Referral Agency, click on ǘƘŜ Ψ!55 

w9tw9{9b¢!¢L±9Ω ōǳǘǘƻƴΦ 
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In the following screen that pops up, enter the relevant information, specifically 

the mandatory information (Name and Recipient Type). Here, the name can be a 

generic name and the email can be a generic email address. 
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Selecting the Recipient (Representative) Type 

Primary Representative 

LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǎŜǘ ǳǇ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǎ ŀ ΨtǊƛƳŀǊȅΩ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΣ ǎŜƭŜŎǘ ǘƘŜ 

ΨtǊƛƳŀǊȅΩ ǊŀŘƛƻ ōǳǘǘƻƴΦ 

It is recommended that a Referral Agency should have at least one Primary 

Representative who will hold the responsibility of maintaining the Referral 

!ƎŜƴŎȅΩǎ ǇǊƻŦƛƭŜ ƛƴ ǘƘŜ 9-Referral system. 

Primary recipients automatically receive email notifications for all Referral 

Requests sent to the Referral Agency and are responsible for responding to them. 
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Alternate Representative 

LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǎŜǘ ǳǇ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǎ ŀƴ Ψ!ƭǘŜǊƴŀǘŜΩ representative, select the 

Ψ!ƭǘŜǊƴŀǘŜΩ ǊŀŘƛƻ ōǳǘǘƻƴΦ ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘƛǎ ǊŀŘƛƻ ōǳǘǘƻƴΣ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ΨwŜŎŜƛǾŜ 

9Ƴŀƛƭ ŎŎΩ ŎƘŜŎƪōƻȄ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ 
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**IMPORTANT** - If you want to copy all email communications (including Referral 

Requests) sent to Primary Representatives via the E-Referral system to the 

!ƭǘŜǊƴŀǘŜ wŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǎ ǿŜƭƭΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƘŜŎƪ ǘƘŜ ΨwŜŎŜƛǾŜ 9Ƴŀƛƭ ŎŎΩ 

checkbox. If this checkbox is not checked, the Alternate Representative will not 

receive the automatic email notifications but will still be able to search, access and 

respond to Referral Requests using the E-Referral system. 
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bŜȄǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{9b5 ¦{9w w9DL{¢w!¢Lhb 9a!L[Ω ōǳǘǘƻƴ ǘƻ ǎŜƴŘ ŀ ǊŜƎƛǎǘǊŀǘƛƻƴ 

email to the new representative. The representative needs to complete the 

registration to be able to log in and respond to Referrals using the E-Referral 

system. 
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Once the registration email has been sent, the screen will be updated as follows to 

indicate the date and time the last registration email was sent. 
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Next click on the SAVE button of this screen. 



Page 40 of 140 
 

 

 

You will then return to the main Referral Agency configuration screen as follows. 

Here, you will be able to see that the representative you sent the registration email 

to before has been added to the list of representatives. 
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From this screen, you can continue to add more representatives to your Referral 

Agency by following the above process. When complete, click on the SAVE button 

as follows. 
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Viewing the Registration Status of a Representative 

¢ƻ ǾƛŜǿ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎǘŀǘǳǎ ƻŦ ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨbŀƳŜΩ 

hyperlink of the representative as follows. 
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LŦ ǘƘŜ Ψ¦ǎŜǊ wŜƎƛǎǘǊŀǘƛƻƴΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǎǘƛƭƭ ŘƛǎǇƭŀȅǎ ǘƘŜ ŘŀǘŜ ŀƴŘ 

ǘƛƳŜ ǘƘŜ ƭŀǎǘ ǊŜƎƛǎǘǊŀǘƛƻƴ ŜƳŀƛƭ ǿŀǎ ǎŜƴǘ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ Ψ{9b5 ¦{9w w9DL{¢w!¢Lhb 

9a!L[Ω ōǳǘǘƻƴΣ ƛǘ ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ Ƙŀǎ ƴƻǘ ŎƻƳǇƭŜǘŜŘ ǘƘŜ registration 

process. 

In this case, you can decide to send another registration email to the representative 

ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ{9b5 ¦{9w w9DL{¢w!¢Lhb 9a!L[Ω ōǳǘǘƻƴ ŀƴŘ ǘƘŜ ƴŜǿ ŘŀǘŜ ŀƴŘ 

time the registration email was sent will be updated on the screen. 
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IƻǿŜǾŜǊΣ ƛŦ ǘƘŜ Ψ¦ǎŜǊ wŜƎƛǎǘǊŀǘƛƻƴΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŀōƻǾŜ ǎŎǊŜŜƴ ƛǎ ǊŜǇƭŀŎŜŘ ǿƛǘƘ ŀ 

ΨLinked User RecordΩ ǎŜŎǘƛƻƴ that displays only the name of the representative that 

the registration email was sent to, it means that the representative has successfully 

completed the registration with the E-Referral system. 
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Updating Representative Information 

¢ƻ ǳǇŘŀǘŜ ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨbŀƳŜΩ ƘȅǇŜǊƭƛƴƪ ƻŦ ǘƘŜ 

representative as follows. 
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¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ǊŜŎƻǊŘ ƛƴ ǘƘŜ following screen. Here you can 

ǳǇŘŀǘŜ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘƛƴƎ ǘƘŜ wŜŎƛǇƛŜƴǘκwŜǇǊŜǎŜƴǘŀǘƛǾŜ 

Type. Once complete, click on the SAVE button. 
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Deleting a Representative 

¢ƻ ŘŜƭŜǘŜ ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŦǊƻƳ ȅƻǳǊ wŜŦŜǊǊŀƭ !ƎŜƴŎȅΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ·Ω ǎƛƎƴ ƻŦ ǘƘŜ 

ǎǇŜŎƛŦƛŎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ǊŜŎƻǊŘ ƛƴ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƭƛǎǘΦ  
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A pop-up message as follows will appear asking to confirm the deletion of the 

representative record. 
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LŦ ȅƻǳ ŎƭƛŎƪ ǘƘŜ ΨhYΩ ōǳǘǘƻƴ ƻŦ ǘƘƛǎ ǇƻǇ-up message, the representative will be 

deleted from the Referral Agency and the above screen will be updated 

accordingly. The deleted representative will no longer be able to connect with the 

E-Referral system to respond to Referrals on behalf of your Agency. 
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** NOTE** - You will not be able to delete yourself from the list of representatives 

ƻŦ ȅƻǳǊ wŜŦŜǊǊŀƭ !ƎŜƴŎȅ ŀƴŘ ŀƴ Ψ·Ω ǎƛƎƴ ǿƛƭƭ ƴƻǘ ŀǇǇŜŀǊ at the end of your record in 

the representative list. If you wish to remove yourself from this list, follow either 

of the following steps, 

¶ Ask another representative that is managing the Referral Agency in the E-

Referral system to delete you from the representative list. 

¶ Contact the FrontCounter BC office nearest you and make a request. 

 

6. You have now completed configuring/updating your Referral Agency. Please be 

sure to click on the SAVE button before you exit the screen.   

https://portal.nrs.gov.bc.ca/web/client/locations
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Responding to Referral Requests 

How you respond to a Referral Request will mainly depend on the Request Method 

and Response Method that has been configured for the Referral Agency you are a 

representative of.  

If you are an individual internal or external referee responding to a referral sent via 

email, the Request Method and Response Method would have already been 

configured by the Referral Coordinator. 

**IMPORTANT** - Every Referral Request you receive will have an associated 

Referral Level that will determine the significance of the Referral Response. 
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Responding to a Mandatory or Optional Referral Request 

1. The first step is to access the Referral Request that you have received via Email, 

Online or as a Hardcopy. 

Referral Request Sent via Email 

For a Referral Request sent via Email, the Response Method could be either 

ΨAuthenticated WebΩ ƻǊ ΨGuest WebΩΦ  

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƭƛŎƪ IŜǊŜΩ ƭƛƴƪ ŀǎ Ŧƻƭƭƻǿǎ ǘƻ ƻǇŜƴ ǘƘŜ wŜŦŜǊǊŀƭΦ ¸ƻǳ Ƴŀȅ ōŜ ŀǎƪŜŘ ǘƻ 

authenticate yourself using IDIR credentials or a BCeID or may be allowed to log in 

to the E-Referral system as a Guest. 

 

 

Referral Request Sent Online 

For a Referral Request sent online via the E-Referral system, the Response Method 

ǿƻǳƭŘ ōŜ ΨAuthenticated WebΩ, where you will have to authenticate yourself using 

IDIR credentials or a BCeID. To access this Referral Request, you need to be 
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successfully registered as a representative of the Referral Agency the request was 

sent to. 

To search for a Referral Request that you need to respond to in the E-Referral 

ǎȅǎǘŜƳΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ΨSearching for Referral RequestsΩ section of this manual. 

Lƴ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨReferral Request /Summary No.Ω hyperlink of the 

Referral Request you need to access. 

 

 

Referral Request Sent as a Hardcopy 

If a Referral Request is only received as a Hardcopy, the Response Method would 

ōŜ ΨManual to CoordinatorΩ, where you will have to respond to the referral using a 

non-electronic method. However, you can make the choice of receiving a Hardcopy 

referral in addition to receiving the referral via Email or Online. 

The Hardcopy Referral Package that you receive will include the Hardcopy Referral 

Request Letter in addition to other relevant referral documents. 
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Hardcopy Referral Packages are sent on the same date the electronic referrals are 

sent. 

2. Once you have opened the Referral Request, you will need to review the 

Referral Details. 

¶ Referral Type ς The category of the referral. 

¶ Reference Number ς Either an ΨAgency Name/Agency File NumberΩ the 

referral was sent from, a Project Number or a Business Line File Number. 

¶ Referral Number - A number that will uniquely identify a referral. 

¶ Recipient Number ς A number assigned to each of the Referral Requests sent 

within one referral (indicating the different recipients).  

¶ Request Sent Date ς Date the referral was received. 

¶ Response Due Date ς The last date to respond to the referral. 

¶ Status ς The current state of the referral. 

¶ Referral Coordinator ς The initiator of the referral. 

¶ Contact ς Link to email the Referral Coordinator. 

¶ Name ς Name of the recipient of the referral (e.g., Referral Agency name, 

Internal staff name, etc.) 

¶ Recipient List ς The list of individual names the referral has been sent to. 

¶ Completion Date ς The date the referral pertaining to the referral request 

closed. 
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Referral Details - Referral Received by a Referral Agency 
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Referral Details - Referral Received by Internal Staff 
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Referral Details - Referral Received via Hardcopy 

 

 

3. Next, you need to enter your name as follows to record the name of the person 

responding to the referral. 
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Online: 

 

 

** NOTE**  - LŦ ȅƻǳ ŀǊŜ ŀƴ ŜȄǘŜǊƴŀƭ ǊŜŎƛǇƛŜƴǘ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ŀ ǊŜŦŜǊǊŀƭ ŀǎ ŀ ΨDǳŜǎǘΩΣ 

you are required to provide your name and a security code in the following section 

of the Referral Response screen. 
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Please enter the security code as exactly displayed in the image. You can click on 

the microphone icon next to the image if you wish to listen to the audio of the 

image. 
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Hardcopy: 

 

 

4. You will now need to review the Referral Information pertaining to the referral 

that has been sent to you. 

This section will also indicate if the response to the referral is Mandatory or 

Optional. 
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5. You may also decide to specifically assign the referral request to a member of 

your Agency. 

** NOTE**  - The option to assign/re-assign a referral request is only available to 

referrals sent to a Referral Agency that has more than one representative. 

 

Initially, when the referral request is not assigned to a specific representative, the 

ŘǊƻǇŘƻǿƴ ƭƛǎǘ ǘƻ ŎƘƻƻǎŜ ǘƘŜ ŀƎŜƴŎȅ ƳŜƳōŜǊ ǿƛƭƭ ǊŜŀŘ ŀǎ ΨbƻƴŜΩΦ 

To choose a representative to assign/re-assign the referral request, click on the 

dropdown list as below. 
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¢ƘŜƴ ŎƘƻƻǎŜ ŀ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Ψw9!{{LDb ¢h h¢I9w 

!D9b/¸ {¢!CCΩ ōǳǘǘƻƴΦ 

 

 

6. Next, you will need to review the Referral Documents included in the referral. 

Online: 

If you wish to review the Referral Documents using the Online E-Referral system, 

you can access them in the following section of the referral request. 
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To ŀŎŎŜǎǎ ŀ ǎǇŜŎƛŦƛŎ wŜŦŜǊǊŀƭ 5ƻŎǳƳŜƴǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ±ƛŜǿΩ ƘȅǇŜǊƭƛƴƪ ƻŦ ǘƘŜ 

document you wish to open. This will open the document in a new tab. 
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Email: 

Sometimes, it will be possible to access Referral Documents sent as attachments in 

the referral request email. The decision to include Referral Documents in the email 

and what documents to include is made by the Referral Coordinator. The Referral 

Documents attached to the email may not include all Referral Documents 

pertaining to a referral. 
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Hardcopy: 

For referral requests sent as Hardcopies, the Referral Documents will be included 

in the Hardcopy Referral Package. 

** NOTE** - If any of the Referral Documents you require to respond to a referral 

request are not included in the Referral Documents section of the Online referral 

or a Hardcopy Referral Package, please contact the Referral Coordinator and inform 

of the missing documents. 

7. Now you need to answer the questions that have been sent with the referral 

request. 

¢ƘŜǎŜ ǉǳŜǎǘƛƻƴǎ ǊŜƭŀǘŜ ǘƻ ǘƘŜ ΨwŜŦŜǊǊŀƭ ¢ȅǇŜΩ ƻŦ ǘƘŜ ǊŜŦŜǊǊŀƭ ŀƴŘ ŀ ǎƛƴƎƭŜ ŀƴǎǿŜǊ 

needs to be provided for each question. 
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Online: 

If you are accessing the referral request Online, the questions will be available in 

the following section. 

 

 

To record your answer to a question, please click on the radio button of your choice 

for the question. 
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Some of the questions may request or require you to provide additional 

explanations based on your choice of answer to the question. These explanations 

Ŏŀƴ ōŜ ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ ΨwŜǎǇƻƴǎŜ ¢ŜȄǘΩ ǘŜȄǘōƻȄ ōŜƭƻǿΦ 
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You could also upload any relevant documents that may help explain your answers 

better. These documents can be uploaded via the following section. Once 

uploaded, please indicate ŀǎ Ψ5ƻŎǳƳŜƴǘ !ǘǘŀŎƘŜŘΩ ƛƴ ǘƘŜ ŀōƻǾŜ ΨwŜǎǇƻƴǎŜ ¢ŜȄǘΩ 

textbox. 
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Hardcopy: 

For referral requests sent in as a Hardcopy, you need to record the answers to the 

questions in the following section of the Hardcopy Referral Request Letter. 
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Please ensure that you have answered all questions and only a single answer is 

provided for each question. To provide additional explanations to the answers 

ǿƘŜƴ ǊŜǉǳŜǎǘŜŘ ƻǊ ǊŜǉǳƛǊŜŘΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ΨExplanation of ResponseΩ 

textbox of the Hardcopy Referral Request Letter. 
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If you intend to include any relevant documents that may help explain your answers 

better, you will need to print them and include them in the Hardcopy Referral 

Response Package. 

8. ¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ǊŜŎƻǊŘ ȅƻǳǊ ΨwŜŎƻƳƳŜƴŘŀǘƛƻƴΩ ŦƻǊ ǘƘŜ ǊŜŦŜǊǊŀƭ ǊŜǉǳŜǎǘΦ 

Please ensure that only one ΨwŜŎƻƳƳŜƴŘŀǘƛƻƴΩ from the list of recommendations 

is selected. 
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Online: 

If you are accessing the referral request Online, the list of recommendations will be 

available in the following section. 

 

 

Please click on one of these check boxes to record your recommendation. 

If you are requested or required to provide a detailed explanation for the 

ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ȅƻǳ ǎŜƭŜŎǘΣ ǳǎŜ ǘƘŜ ΨwŜǎǇƻƴǎŜ ¢ŜȄǘΩ ǘŜȄǘōƻȄ ōŜƭƻǿΦ 
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If you need to upload any relevant documents to support your recommendation, 

they can be uploaded via the following section. Once uploaded, please indicate as 

Ψ5ƻŎǳƳŜƴǘ !ǘǘŀŎƘŜŘΩ ƛƴ ǘƘŜ ŀōƻǾŜ ΨwŜǎǇƻƴǎŜ ¢ŜȄǘΩ ǘŜȄǘōƻȄ. 
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Hardcopy: 

For referral requests sent in as a Hardcopy, the recommendation can be provided 

in the following section of the Hardcopy Referral Request Letter. 
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To provide additional explanations to the recommendation when requested or 

ǊŜǉǳƛǊŜŘΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ΨExplanation of ResponseΩ ǘŜȄǘōƻȄ ƻŦ ǘƘŜ 

Hardcopy Referral Request Letter. 
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If you intend to include any relevant documents that may support your 

recommendation, you will need to print them and include them in the Hardcopy 

Referral Response Package. 

9. You may also need to upload other relevant documents as part of the referral 

response in addition to the documents uploaded to support the questions and 

selected recommendation. 
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¢ƻ ǳǇƭƻŀŘ ŘƻŎǳƳŜƴǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ¦t[h!5Ω ōǳǘǘƻƴ ŀǎ Ŧƻƭƭƻǿǎ. 

 

 

bŜȄǘΣ ŀ Ψ5ƻŎǳƳŜƴǘ ¦ǇƭƻŀŘΩ ǎŎǊŜŜƴ ǿƻǳƭŘ ƻǇŜƴ ŀǎ Ŧƻƭƭƻǿǎ. 
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To attach the document, you can follow either of the following two methods. 

Method 1: 

5ǊŀƎ ǘƘŜ ŦƛƭŜ ŦǊƻƳ ȅƻǳǊ ŦƻƭŘŜǊ ŀƴŘ ŘǊƻǇ ƛǘ ƻƴ ǘƻ ǘƘŜ Ψ/ƘƻƻǎŜ CƛƭŜΩ ōǳǘǘƻƴ ŀǎ ŦƻƭƭƻǿǎΦ 
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Method 2: 

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƘƻƻǎŜ CƛƭŜϥ ōǳǘǘƻƴ ŀǎ ŦƻƭƭƻǿǎΦ 
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Then select the file from the File Browser that opens ŀƴŘ ŎƭƛŎƪ ǘƘŜ ΨhǇŜƴΩ ōǳǘǘƻƴΦ 

 

 

If the document was successfully attached, the file name will appear next to the 

Ψ/ƘƻƻǎŜ CƛƭŜΩ ōǳǘǘƻƴ ŀǎ ŦƻƭƭƻǿǎΦ 
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Now, enter a description for the document in the following section. 
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bŜȄǘΣ ŎƭƛŎƪ ǘƘŜ Ψ¦t[h!5Ω ōǳǘǘƻƴ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ǘƘŜ Ψ5ƻŎǳƳŜƴǘǎΩ 

section of the Online referral response. 
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If the upload was successful, the document will appear as follows in the 

Ψ5ƻŎǳƳŜƴǘǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ hƴƭƛƴŜ ǊŜŦŜǊǊŀƭ ǊŜǎǇƻƴǎŜΦ 
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If you want to edit the description of the uploaded document, you can do so by 

using the following textbox. 
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If you wish to remove an uploaded document from the referral response, you can 

Řƻ ǎƻ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ·Ω ǎƛƎƴ ƻŦ ǘƘŜ ǊŜƭŜǾŀƴǘ ŘƻŎǳƳŜƴǘ ŀǎ Ŧƻƭƭƻǿǎ. 

 

 

** NOTE**  - If you are responding to a referral in a non-electronic format, you will 

need to print these documents and include them in the Hardcopy Referral 

Response Package. 

10.  .ŜŦƻǊŜ ŦƛƴŀƭƛȊƛƴƎ ȅƻǳǊ wŜŦŜǊǊŀƭ wŜǎǇƻƴǎŜΣ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ Ǌǳƴ ŀ Ψ{ǇŜƭƭ /ƘŜŎƪΩ ǘƻ 

ensure that your response is free of errors. 

¸ƻǳ ŀǊŜ ŀōƭŜ ǘƻ Ǌǳƴ ŀ ǎǇŜƭƭ ŎƘŜŎƪ ƻƴ ǘƘŜ ǘŜȄǘ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ΨwŜǎǇƻƴǎŜ ¢ŜȄǘΩ ǘŜȄǘōƻȄΦ 

¢ƻ Ǌǳƴ ǘƘŜ ǎǇŜƭƭ ŎƘŜŎƪΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{t9[[ /I9/YΩ ōǳǘǘƻƴ ŀǎ ŦƻƭƭƻǿǎΦ 
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A pop-up window as follows will appear indicating any spelling errors and 

suggestions for corrections. Here, you have the option to either accept the 

suggestions or ignore the errors. 
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11.  Now you have arrived at the final step of responding to a referral request, which 

is recording your final response. 

Online: 

A response is finalized via the following section of the Referral Response screen. 
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** IMPORTANT**  - During this step, it is important that your Referral Agency 

representatives are aware of who will submit the final response to the referral 

request (e.g., primary representative, representative assigned to the referral 

request). If multiple representatives are commenting on a specific referral request, 

please have them only ŎƭƛŎƪ ǘƘŜ ΨSAVEΩ ōǳǘǘƻƴ ƻƴŎŜ ǘƘŜȅ ƘŀǾŜ ǊŜŎƻǊŘŜŘ ǘƘŜƛǊ 

comments and ensure that only the representative submitting the final response 

ŎƭƛŎƪǎ ƻƴ ǘƘŜ Ψ{¦.aL¢ w9{thb{9Ω ƻǊ Ψbh w9{thb{9Ω buttons. This will prevent the 

referral from closing before all required representatives have commented. 

You can now choose one of the following three options to record your response, 

Option 1 ς Ψ{!±9Ω 

If you wish to complete the Referral Response at a different time and want to save 

ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƭǊŜŀŘȅ ǇǊƻǾƛŘŜŘΣ ȅƻǳ Ŏŀƴ Řƻ ǎƻ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ{!±9Ω ōǳǘǘƻƴΦ 
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** NOTE**  - LŦ ȅƻǳ ŀǊŜ ŀƴ ŜȄǘŜǊƴŀƭ ǊŜŎƛǇƛŜƴǘ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ŀ ǊŜŦŜǊǊŀƭ ŀǎ ŀ ΨDǳŜǎǘΩΣ 

you are required to provide your name and a security code in the following section 

ƻŦ ǘƘŜ wŜŦŜǊǊŀƭ wŜǎǇƻƴǎŜ ǎŎǊŜŜƴ ōŜŦƻǊŜ ȅƻǳ ŎƭƛŎƪ ǘƘŜ Ψ{!±9Ω ōǳǘǘƻƴΦ 
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Option 2 ς Ψ{¦.aL¢ w9{thb{9Ω 

Once you have completed a Referral Response by recording the necessary 

information, you can submit the ǊŜǎǇƻƴǎŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ{¦.aL¢ w9{thb{9Ω 

button. 

** NOTE**  - LŦ ȅƻǳ ŀǊŜ ŀƴ ŜȄǘŜǊƴŀƭ ǊŜŎƛǇƛŜƴǘ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ŀ ǊŜŦŜǊǊŀƭ ŀǎ ŀ ΨDǳŜǎǘΩΣ 

you are required to provide your name and a security code in the following section 

ƻŦ ǘƘŜ wŜŦŜǊǊŀƭ wŜǎǇƻƴǎŜ ǎŎǊŜŜƴ ōŜŦƻǊŜ ȅƻǳ ŎƭƛŎƪ ǘƘŜ Ψ{¦.aL¢ w9{thb{9Ω ōǳǘǘƻƴΦ 

 

 

**IMPORTANT** - It is not possible to make any changes to a Referral Response 

once it has been submitted. 
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When you submit the Referral Response, you will get a confirmation as follows that 

indicates that the response was submitted successfully. The status of the Referral 

wŜǎǇƻƴǎŜ ǿƛƭƭ ŀƭǎƻ ōŜ ǳǇŘŀǘŜŘ ǘƻ Ψ/ƭƻǎŜŘΩΦ 
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Option 3 ς ¸ƻǳ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ŎƘƻƛŎŜ ƻŦ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ŀ wŜŦŜǊǊŀƭ wŜǉǳŜǎǘ ŀǎ Ψbƻ 

wŜǎǇƻƴǎŜΩ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψbh w9{thb{9Ω ōǳǘǘƻƴΦ 

**IMPORTANT** - It is not possible to make any changes to a Referral Response 

ƻƴŎŜ ƛǘ Ƙŀǎ ōŜŜƴ ǎǳōƳƛǘǘŜŘ ŀǎ Ψbƻ wŜǎǇƻƴǎŜΩΦ 



Page 94 of 140 
 

 

 

¢ƻ ǎǳōƳƛǘ ŀ wŜŦŜǊǊŀƭ wŜǎǇƻƴǎŜ ŀǎ Ψbƻ wŜǎǇƻƴǎŜΩΣ ȅƻǳ Řƻ not need to fill in any 

information in the Referral Response. 

²ƘŜƴ ȅƻǳ ǎǳōƳƛǘ ǘƘŜ wŜŦŜǊǊŀƭ wŜǎǇƻƴǎŜ ŀǎ Ψbƻ wŜǎǇƻƴǎŜΩΣ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ 

confirmation as follows that indicates that the response was submitted 

ǎǳŎŎŜǎǎŦǳƭƭȅΦ ¢ƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ wŜŦŜǊǊŀƭ wŜǎǇƻƴǎŜ ǿƛƭƭ ŀƭǎƻ ōŜ ǳǇŘŀǘŜŘ ǘƻ Ψ/ƭƻǎŜŘΩΦ 
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Hardcopy: 

Once you have completed filling out the Hardcopy Referral Request Letter and have 

prepared the complete Hardcopy Referral Response Package, you can 

mail/fax/email ǘƘŜƳ ǘƻ ǘƘŜ Ψ/ƻƴǘŀŎǘΩ ƛƴŘƛŎŀǘŜŘ ƛƴ ǘƘŜ IŀǊŘŎƻǇȅ wŜŦŜǊǊŀƭ wŜǉǳŜǎǘ 

Letter. 

¢ƘŜ Ψ/ƻƴǘŀŎǘΩ ŀƴŘ the addresses the package can be sent to can be found in the 

Hardcopy Referral Request Letter as follows. 
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Responding to a Referral Summary 

1. The first step is to access the Referral Summary that you have received via Email, 

Online or as a Hardcopy. 

Referral Summary Sent via Email 

To open a Referral Summary sent via Email, cƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƭƛŎƪ IŜǊŜΩ ƭƛƴƪ ŀǎ Ŧƻƭƭƻǿǎ. 

You may be asked to authenticate yourself using IDIR credentials or a BCeID or may 

be allowed to log in to the E-Referral system as a Guest. 
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Referral Summary Sent Online 

To access a Referral Summary sent online via the E-Referral system, you will need 

to log-in to the system by authenticating yourself using IDIR credentials or a BCeID. 

To access this Referral Summary, you need to be successfully registered as a 

representative of the Referral Agency the summary was sent to. 

To search for a Referral Summary in the E-Referral system, please refer to the 

ΨSearching for Referral RequestsΩ section of this manual. 

Lƴ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨReferral Request /Summary No.Ω hyperlink of the 

Referral Summary you need to access. 



Page 98 of 140 
 

 

 

2. Once you have opened the Referral Summary, you will need to review the 

Referral Summary Details. 

¶ Referral Type ς The category of the referral. 

¶ Reference Number ς 9ƛǘƘŜǊ ŀƴ Ψ!ƎŜƴŎȅ bŀƳŜκ!ƎŜƴŎȅ CƛƭŜ bǳƳōŜǊΩ ǘƘŜ 

referral was sent from, a Project Number or a Business Line File Number. 

¶ Referral Number - A number that will uniquely identify a referral. 

¶ Request Number ς A number assigned to each of the Referral Requests sent 

within one referral (indicating the different recipients). 

¶ Sent Date ς Date the referral was received. 

¶ Response Due Date ς The last date to respond to the referral. 

¶ Completion Date ς The date the referral closed, and summaries were sent. 

¶ Referral Coordinator ς The initiator of the referral. 

¶ Contact Info ς Link to email the Referral Coordinator. 
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¶ Organization Name ς Name of the recipient of the referral (e.g., Referral 

Agency name, Guest name, etc.). 

¶ Recipient List ς The list of individual names the referral was sent to. 

 

 

3. Now you can review the Referral Summary in the following section. 
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4. Next, you can review the recommendation provided with the Referral Summary. 
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5. In the next section, you can review the Referral Documents included in the 

summary.  

Online: 

If you wish to review the Referral Documents using the Online E-Referral system, 

you can access them in the following section of the referral summary. 



Page 102 of 140 
 

 

 

¢ƻ ŀŎŎŜǎǎ ŀ ǎǇŜŎƛŦƛŎ wŜŦŜǊǊŀƭ 5ƻŎǳƳŜƴǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ±ƛŜǿΩ ƘȅǇŜǊƭƛƴƪ ƻŦ ǘƘŜ 

document you wish to open. This will open the document in a new tab. 
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Email: 

Sometimes, it will be possible to access Referral Documents sent as attachments in 

the referral summary email. 
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6. You may also decide to specifically assign the referral summary to a member of 

your Agency. 
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Initially, when the referral summary is not assigned to a specific representative, the 

ŘǊƻǇŘƻǿƴ ƭƛǎǘ ǘƻ ŎƘƻƻǎŜ ǘƘŜ ŀƎŜƴŎȅ ƳŜƳōŜǊ ǿƛƭƭ ǊŜŀŘ ŀǎ ΨbƻƴŜΩΦ 

To choose a representative to assign/re-assign the referral summary, click on the 

dropdown list as follows. 

 

¢ƘŜƴ ŎƘƻƻǎŜ ŀ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Ψw9!{{LDb ¢h h¢I9w 

!D9b/¸ {¢!CCΩ ōǳǘǘƻƴΦ 
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7. hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ǊŜǾƛŜǿ ǇǊƻŎŜǎǎΣ ǘƘŜ Ŧƛƴŀƭ ǎǘŜǇ ƛǎ ǘƻ Ψ/ƭƻǎŜΩ ǘƘŜ 

referral summary. 

¢ƻ ŎƭƻǎŜ ŀ ǊŜŦŜǊǊŀƭ ǎǳƳƳŀǊȅΣ ŎƭƛŎƪ ǘƘŜ ΨCLOSEΩ ōǳǘǘƻƴ ŀǎ Ŧƻƭƭƻǿǎ. 

 

 

**NOTE** - hƴŎŜ ŀ ǊŜŦŜǊǊŀƭ ǎǳƳƳŀǊȅ Ƙŀǎ ōŜŜƴ ŎƭƻǎŜŘΣ ƛǘ ǿƛƭƭ ōŜ ƳŀǊƪŜŘ ŀǎ ΨwŜŀŘΩ 

in the system and it will not be possible to assign/re-assign the referral summary 

to another member of the Agency. 
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Responding to a Referral Notification 

1. The first step is to access the Referral Notification that you have received via 

Email, Online or as a Hardcopy. 

Referral Notification Sent via Email 

To open a Referral Notification sent via Email, cƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƭƛŎƪ IŜǊŜΩ ƭƛƴƪ ŀǎ 

follows. You may be asked to authenticate yourself using IDIR credentials or a 

BCeID or may be allowed to log in to the E-Referral system as a Guest. 
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Referral Notification Sent Online 

To access a Referral Notification sent online via the E-Referral system, you will need 

to log-in to the system by authenticating yourself using IDIR credentials or a BCeID. 

To access this Referral Notification, you need to be successfully registered as a 

representative of the Referral Agency the notification was sent to. 

To search for a Referral Notification in the E-Referral system, please refer to the 

ΨSearching for Referral RequestsΩ section of this manual. 

Lƴ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨReferral Request /Summary No.Ω ƘȅǇŜǊƭƛƴƪ ƻŦ ǘƘŜ 

Referral Notification you need to access. 
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Referral Notification Sent as a Hardcopy 

The Hardcopy Referral Package that you receive will include the Hardcopy Referral 

Request Letter (notification) in addition to other relevant referral documents. 

Hardcopy Referral Packages are sent on the same date the electronic referrals are 

sent. 

2. Once you have opened the Referral Notification, you will need to review the 

Referral Notification Details. 

¶ Referral Type ς The category of the referral. 

¶ Reference Number ς 9ƛǘƘŜǊ ŀƴ Ψ!ƎŜƴŎȅ bŀƳŜκ!ƎŜƴŎȅ CƛƭŜ bǳƳōŜǊΩ ǘƘŜ 

referral was sent from, a Project Number or a Business Line File Number. 

¶ Referral Number - A number that will uniquely identify a referral. 
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¶ Recipient Number ς A number assigned to each of the Referral Requests sent 

within one referral (indicating the different recipients). 

¶ Request Sent Date ς Date the referral was received. 

¶ Response Due Date ς ¢Ƙƛǎ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎ Ψmmm dd, yyyyΩ ŀǎ ŀ ǊŜǎǇƻƴǎŜ ƛǎ ƴƻǘ 

required for a notification. 

¶ Completion Date ς The date the referral closed. 

¶ Referral Coordinator ς The initiator of the referral. 

¶ Contact ς Link to email the Referral Coordinator. 

¶ Status ς The current state of the referral. 

¶ Name ς Name of the recipient of the referral (e.g., Referral Agency name, 

Guest name, etc.). 

¶ Recipient List ς The list of individual names the referral was sent to. 
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3. You will now need to review the Referral Information pertaining to the referral 

notification that has been sent to you. 

This section will also indicate that the referral is a notification, and a response is 

not required. 

 

 

4. You may also decide to specifically assign the referral notification to a member 

of your Agency. 

** NOTE**  - The option to assign/re-assign a referral notification is only available 

to referrals sent to a Referral Agency that has more than one representative. 
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Initially, when the referral notification is not assigned to a specific representative, 

ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ǘƻ ŎƘƻƻǎŜ ǘƘŜ ŀƎŜƴŎȅ ƳŜƳōŜǊ ǿƛƭƭ ǊŜŀŘ ŀǎ ΨbƻƴŜΩΦ 

To choose a representative to assign/re-assign the referral notification, click on the 

dropdown list as below. 
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¢ƘŜƴ ŎƘƻƻǎŜ ŀ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Ψw9!{{LDb ¢h h¢I9w 

!D9b/¸ {¢!CCΩ ōǳǘǘƻƴΦ 

 

 

5. Next, you will need to review the Referral Documents included in the referral. 

Online: 

If you wish to review the Referral Documents using the Online E-Referral system, 

you can access them in the following section of the referral notification. 
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¢ƻ ŀŎŎŜǎǎ ŀ ǎǇŜŎƛŦƛŎ wŜŦŜǊǊŀƭ 5ƻŎǳƳŜƴǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ±ƛŜǿΩ ƘȅǇŜǊƭƛƴƪ ƻŦ ǘƘŜ 

document you wish to open. This will open the document in a new tab. 
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Email: 

Sometimes, it will be possible to access Referral Documents sent as attachments in 

the referral notification email. The decision to include Referral Documents in the 

email and what documents to include is made by the Referral Coordinator. The 

Referral Documents attached to the email may not include all Referral Documents 

pertaining to a referral. 

 

 

Hardcopy: 

For referral notifications sent as Hardcopies, the Referral Documents will be 

included in the Hardcopy Referral Package. 
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6. hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ǊŜǾƛŜǿ ǇǊƻŎŜǎǎΣ ǘƘŜ Ŧƛƴŀƭ ǎǘŜǇ ƛǎ ǘƻ Ψ/ƭƻǎŜΩ ǘƘŜ 

referral notification. 

** NOTE**  - Even though a response is not required for a Referral Notification, it is 

ǊŜŎƻƳƳŜƴŘŜŘ ǘƻ Ψ/ƭƻǎŜΩ ƻŦŦ ǘƘŜ ƴƻǘƛŦƛŎŀǘƛƻƴ ǘƻ ƳŀǊƪ ƛǘ ŀǎ Ψ/ƭƻǎŜŘΩ ƛƴ ǘƘŜ 9-Referral 

system. 

Notification Received by a Referral Agency/Internal Staff 

To close a referral notificationΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨCLOSE NOTIFICATIONΩ button as 

follows. 

 

 

** NOTE**  - Once a referral notification has been closed, its status will be updated 

ǘƻ Ψ/ƭƻǎŜŘΩ ŀƴŘ ƛǘ ǿƛƭƭ ƴƻǘ ōŜ ǇƻǎǎƛōƭŜ ǘƻ ŀǎǎƛƎƴκǊŜ-assign the notification to another 

member of the Agency. 
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Notification Received by a Guest Recipient 

LŦ ȅƻǳ ŀǊŜ ŀ ΨDǳŜǎǘΩ ǊŜŎƛǇƛŜƴǘ ƻŦ ŀ wŜŦŜǊǊŀƭ bƻǘƛŦƛŎŀǘƛƻƴ received via Email, the 

ƴƻǘƛŦƛŎŀǘƛƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ǿƛǘƘ ǎǘŀǘǳǎ Ψ/ƭƻǎŜŘΩ ōȅ ŘŜŦŀǳƭǘ, and a button to close the 

notification will not be available. 
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Searching for Referral Requests 

You can search for referral requests sent via the E-Referral system using the search 

functionalities provided in the Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳΦ 

These functionalities include: 

My Referrals ς Navigate to the Referral Requests assigned to you that you need to 

respond to. 

Referral Requests ς Search for Referral Requests created in your Referral Center. 
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Searching for Referral Requests Assigned to You 

1. To search for referral requests that are specifically assigned to you or to a 

ǊŜŦŜǊǊŀƭ ŀƎŜƴŎȅ ǘƘŀǘ ȅƻǳ ŀǊŜ ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƻŦΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψaȅ wŜŦŜǊǊŀƭǎΩ ƳŜƴǳ 

ƛǘŜƳ ƻŦ ǘƘŜ Ψ/ƻƳƳƻƴ CǳƴŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ΨaŜƴǳΩ ƳŜƴǳΦ 
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2. You will then land on the following search page. 

 

 

The search criteria for this functionality are as follows: 

¶ Referral Number - A number that will uniquely identify a referral. 

¶ Request Number - A number assigned to each of the Referral Requests sent 

within one referral (indicating the different recipients). 

¶ Reference Number - 9ƛǘƘŜǊ ŀƴ Ψ!ƎŜƴŎȅ bŀƳŜκ!ƎŜƴŎȅ CƛƭŜ bǳƳōŜǊΩ ǘƘŜ ǊŜŦŜǊǊŀƭ 

was sent from, a Project Number or a Business Line File Number. 

¶ Request Sent Date ς Select a date range to signify the date the referral was 

received. You can either type in a ŘŀǘŜ ǳǎƛƴƎ ǘƘŜ Ψmmm dd, yyyyΩ ŦƻǊƳŀǘ όŜΦƎΦΣ 

ΨJan 9, 2024Ωύ ƻǊ select a date via the calendar control.  
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¶ Response Due Date - Select a date range to signify the last date to respond to 

the referral. The process to specify a date is the ǎŀƳŜ ŀǎ ŦƻǊ ΨRequest Sent DateΩ 

above. 

¶ Open Requests Only ς If checked, the search will yield referral requests where 

ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǊŜŦŜǊǊŀƭ ǘƘŜ ǊŜǉǳŜǎǘ ǿŀǎ ǎŜƴǘ ŦǊƻƳ ƛǎ ΨhǇŜƴΩΦ 

¶ Show Summaries that have not been Read - If checked, the search will yield 

ǊŜŦŜǊǊŀƭ ǎǳƳƳŀǊƛŜǎ ǘƘŀǘ ƘŀǾŜ ŀ ǎǘŀǘǳǎ ƻŦ ΨbŜǿΩΦ 

¶ Assigned To ς Select one of the following two options. 

o Me ς Search results will be narrowed down to Referral Requests that have 

been specifically assigned to you or to a referral agency that you are a 

representative of. 
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o My Agencies - Search results will be narrowed down to Referral Requests 

and Referral Summaries that have been received by a referral agency you 

are a representative of even in the case the Referral Request/Summary is 

specifically assigned to another representative of the agency. 

** NOTE**  - It is recommended that you provide the search criteria as much as 

possible to narrow down the search results, in order to help you find the referral 

ǊŜǉǳŜǎǘ ǘƘŀǘ ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ŦƻǊΦ IƻǿŜǾŜǊΣ ƛŦ ȅƻǳ ƘŀǾŜ ǘƘŜ ΨReferral NumberΩ ƻŦ ǘƘŜ 

referral request, you do not need to fill in other search criteria and the search 

results will directly take you to the referral you are looking for.  

3. hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƛƭƭŜŘ ƛƴ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{9!w/IΩ ƻǊ 

Ψ{!±9 !{ 9·/9[Ω ōǳǘǘƻƴǎ ŀǎ ŦƻƭƭƻǿǎΦ 
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LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{!±9 !{ 9·/9[Ω ōǳǘǘƻƴΣ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ǿƛƭƭ be directly 

imported to an Excel sheet that you can save on your Personal Computer for later 

review. 

 

LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{9!w/IΩ ōǳǘǘƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ directed to a search results page as 

follows. 

 


































