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Summary: Referral Management provides a streamlined means to transfer and monitor inbound and outbound 
referrals. Referral Management also offers integration with Revenue Cycle scheduling for a seamless workflow to 
manage inbound referrals. This document provides instructions on adding authorization information to referrals. 
When: October 18, 2021 
Support:  Ambulatory Informatics at 231-392-0229.  
 
Referral Authorizations 
 
Authorization information can be added to Referrals by the following: 

1. Click Referral Management on the top toolbar in PowerChart or the Referrals Icon 
in Revenue Cycle.  

2. Click on the Patient-Centric Referrals tab. 
a. You may also locate the patient from the Referral Management list and search by the patient’s name by 

clicking  
 

i. See Referral Management Settings and Preferences document for instructions on creating 

Worklists if needed. 

3. Click on Patient Search to search for the desired patient. 
4. Click on the white space next to the patient’s name to open and edit referral information. (Clicking directly on 

the patient’s name will open their chart). 

 
5. Click on the Insurance Tab within the Case Details. 

a. Insurance Information must be associated to the referral before adding or editing Authorization 
information. To do this: 

i. Highlight the Health Plan. 
ii. Click Associate. 
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6. Click Edit next to Authorization to enter Authorization information. 
a. Authorization information can be added or modified for: 

i. An outbound referral with a Prep for Send status. 
ii. An inbound referral with a Pending Acceptance status. 

b. Authorization information can be added one time for an inbound case in an Accepted status that does 
not have any authorization information added. 

i. Authorization information cannot be modified when a referral is in an Accepted status. 

 
7. Enter Authorization information and click Save.  

 
 
 
 

  


