
REFERRAL PORTAL - QUICK REFERENCE GUIDE

UT Southwestern

Using the Online Referral Portal
This online portal allows you to refer patients for transplant evaluation, add supporting
documentation, and see status updates and messages from the transplant center team.

REGISTER FOR A NEW ACCOUNT or

LOG IN TO AN EXISTING ACCOUNT:
1. Go to the website. Click on “Providers.”

2. In the upper right-hand corner, click on “Register for an account [for new accounts]”
or “Login [for existing accounts].”
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To register:
a. Fill in your contact information and set a password. Your password should be at least 8

characters long and contain both letters and numbers.
b. Click “Sign up.” You are now logged in to your new account.

SUBMIT A NEW REFERRAL:
1. Log in to your account (see above).
2. Click the button for the appropriate referral type.

3. Complete the questionnaire. All fields are required unless otherwise noted.
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SUBMIT A NEW REFERRAL (continued):
4. If your referral is declined, you will see a screen indicating the reason(s) why the patient is

ineligible for evaluation.
5. If your referral is accepted, you will be asked to upload documents. Click on “Upload Files”

towards the bottom of the page. Upload as many of the requested files as you have. To
upload additional files, click on the “Upload Files” icon again.

6. Once you are finished uploading files, click “Next.” Your referral has now been submitted.

VIEW or PRINT A PAST REFERRAL, or VIEW PATIENT’S STATUS:
1. Log in to your account.
2. On the top left, click on the link for the appropriate referral type.
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VIEW or PRINT A PAST REFERRAL (continued):
3. Open the referral by clicking on the blue “Record ID” link in the leftmost column. The

patient’s status is also visible on this page.

4. To print or to generate a PDF, click on “Printable view” in the upper right-hand corner, then
click on “Print this page,” also in the upper right-hand corner.
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SEND and VIEW MESSAGES:
1. Open the desired referral.
2. The messaging thread is on the right-hand side of your referral. To message transplant

center staff, click where it says “Share an update” in the upper-right. Type your message.

To attach a file to your message:
a. Click on the paperclip icon below the left corner of the message box.
b. When the pop-up opens, click “Upload files” in the upper left.

c. Select the files you wish to upload, then click “Open.”
3. Click the blue “Share” button to send the message.

Whenever transplant staff send you a message, you will receive a notification email.
Messages from staff will appear on the referral in the same messaging thread where you
send messages.
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