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Referrals User Guide for Providers 
Dashboard 
The Dashboard is the initial launching point for any and all actions you will take in the system. This 

dashbaord will be fluid for the next few months as more new modules are released in the Provider 

Maintenance application. Initially, only the Accreditation section on the dashboard contained data. 

Now, the Referrals sections is also being put into use. The Clinician Maintenance section is under 

construction and there will be future modules after that.  

When you first access the dashboard, you may or may not see an Data on the page displayed. 

Enter Referral Status 
From the Dashboard, click the Referrals tab at the top of the page. 

Once on the Referrals page, you will need to follow this process: 

NOTE: All of the data used to populate the Referrals module is dowloaded from from the Contracts 

module of Alpha every night. So, if something has changed on your contract within 24 hours, it may not 

reflect in our system yet. Return the next day and verify the changes have occurred. 
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1. All site addresses will be displayed in a list, each site being collapsible and the first site expanded

when you access the page. Start with the first site or collapse it and find the site address you are

looking for.

Notice that Services and Funding Source automatically populate in the collapsible section for this 

specific address. 

2. For each service, you must indicate whether or not you are accepting referrals by selecting the

corresponding chechbox. You must also indicate if patients can be seen within 7 days by selecting

the 7 Days Appt? checkbox.

NOTE: The checkboxes that correspond to the Accepting Referrals and 7 Days Appt? column 

headings allow you to select Yes for all of the services by funding source in the entire table. 
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Once you make a change in the system, it is automatically saved and you will see the following message 

popup on your screen. 

If you use the “Select All” functionality, a message box will appear. Select OK to select all of the 

checkboxes.. 

3. Now you must select Age Groups for the Service identified above. You must first Expand the

additional info below the Service to do that. Click the Expand icon that corresponds to the service.

4. The Age Groups and Languages tabs are displayed. Click the Add New Record button in the Age

Group tab to add age groups for the service.
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5. A new row is added below, expand the dropdown menu to select an Age Band from the list of bands

provided and then click the Update button.

Repeat this step for each Age Group that this service with this funding source is offered. Notice 

that there is a choice for All Ages. Click the Update button when complete. 

6. Now you must select the languages that are spoken for this service. Click the Languages tab and

then click the Add New Record.
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7. A new row is added below, expand the dropdown menu to select a Language from the list of

languages provided and then click the Update button.

Repeat this step for each Language that this service with this funding source is offered. 

Providers must repeat this process for every site and for ALL services/funding source combinations listed 

in order for this data to be on our External Provider Search tool. Any changes to contracts in AlphaMCS 

(adding or removing services) will be reflected in the Referrals application after 24 hours. 

Verify Referrals 
It is the responsibility of the Provider to keep this information updated. To that end, Alliance has set up 

a verification button to allow providers to log in every quarter, and if they have no changes to make, 

they can just click the Verify Referrals button at the top of the page. If you have not made any changes 

or verified your referrals after 3 month, the system will send you a reminder email. This email will 

continue being sent every week until you update or verify your information.  


