
KTCH Created: 12/22/2020 8:19 AM 

Behavioral Health “Outgoing” Referral 

From the treatment window:  

1.) Select the diagnosis for which the Referral is being created for  

 
 

2.) Select “Add” and scroll down to select “Referral”  
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3.) On the New Referral (Outgoing) window document: 

 a. The “Provider To” Name and/or the Specialty.  

 b. The “Reason” for the Referral.  

 c. The “Diagnosis” for the Referral. 

 d. The “Assigned To” field to assign the Referral to the staff member responsible for 

completing the referral.  

 e. Click OK 
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Processing BHC Referral Workflow 

1.) From the “R” Jellybean, BHC PSR will access all Behavioral Health Referrals:  

2.) Click on patient name to open referral window: BHC PSR will notate the following items  

a.) Location of patient and reason for referral  

b.) BHC PSR will notate the insurance and whether authorization will need to be obtained 

c.) Next BHC PSR will click patient’s name to open patient HUB for create a case  
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3.) BHC Case Creation 

a.) Select “N” next to open cases  
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4.) From the case details window complete the following information: 

a.) Select Case Provider (Behavioral Health Provider)  

b.) Select Case Type  

c.) Enter case label (BH)  

d.) Select add insurance (Linking insurance to case) 
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e.) Add appropriate insurance to case and click “OK” 

 *Note if home state health Cenpatico must be added and linked to Behavioral Health case 

 

f.) Verify all details of case have been entered and select “OK” 
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Verify your case was created: 

 

5.) Under the hamburger select “Billing”  
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a.) Select case manager  

 

 

 

b. )Filter the case type as BH and select “OK”, there you can see all cases created.  
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