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CRISP DC eReferral Tool – Referral Submission Process

DC Portal Log 

In & Patient 

Search

a) Log into the DC Portal at portal.crispdc.org.

b) Search the desired patient (First Name, Last Name, and Date of Birth are required).

c) Once the patient list loads, any potential matches that meet the criteria will appear. The results will show the 

likelihood of a patient match by match scores indicated by probable, etc. Select the most appropriate patient, 

then access the “Referrals Portal” application tab.
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CRISP DC eReferral Tool – Referral Submission Process

Referrals Tab: 

Web Form

Once in the “Referrals” tab, the form will prepopulate with patient demographic information (First and Last 

Name, Date of Birth, Home Address, Phone Number). Patient Insurance, The Patient Vitals, Alternate Phone 

Number, Primary Language and Email section must be completed manually.
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CRISP DC eReferral Tool – Referral Submission Process

Organization and 

Program Selection

a) Select a CBO from the “Organization” drop-down

b) Select a “Program”

c) Hover over the programs to see a program description. The CBO submits a brief description for each 

program upon onboarding. 
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CRISP DC eReferral Tool – Referral Submission Process

Submitting the 

Form

The comment box is a required field provided for sharing pertinent patient notes with the CBO. If you do not have 

any notes to include, please type N/A. Once the form is completed, check the “Patient Consent” box then click 

“Submit” to send the referral. Upon referral submission, the user has the option to download a PDF of the referral 

and save for their own record keeping. 
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Referral Portal 

CBO Tab
Log into the DC Portal at portal.crispdc.org, and then click the “Referral Portal CBO” tab at the top 

of the screen.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Referrals 

Overview Page

The Referrals Overview page provides a comprehensive list of all patients referred 

to the CBO through the CRISP Referral tool along with a host of other identifiers 

such as the patient’s referral status and the referring provider.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Referrals Overview 

Page: Auto Rejection

If the CBO can no longer accommodate new referrals, toggle the “Auto Reject” button 

to enable the auto rejection functionality. Auto rejection will automatically 

communicate to the referring person that the submitted referral has been rejected.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Referrals Overview 

Page: Filtering & 

Status Updates

a) Each column can be filtered for optimized viewing. Navigate to the top right corner 

of the screen to select desired filtering form the filters button provided. 

b) The patient’s referral status will be filtered by the selected status indicator.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Referrals Overview 

Page: Advanced Search

To search for a specific referral (patient, provider, etc.) navigate to the “Look up 

Referral” field in the top left corner of the screen to begin search. Please note, 

when searching dates the following format is required: MM/DD/YYYY.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Export to Excel To download a report of referred patients and additional datasets, click the green “Export 

to Excel” button at the bottom of the Referrals Overview page.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Program(s) 

Referred To 

Section

a) The “Program Referred To” section will show each program within the CBO to which a patient was referred. Click 

the arrow to open program details.

b) The Opt-Out Button should be utilized when one of the following two choices are made:

i. If the patient chooses to participate but does not wish to have their information shared with CRISP

ii. If the patient chooses to not receive the treatment AND does not wish to share that information with CRISP
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Program(s) 

Referred To 

Section

c) To view a report on the number of referred patients who have been accepted, rejected, enrolled, 

completed, or disenrolled from your programs, click the green “Reports” button at the bottom of the 

Referrals Overview page. This report is available for the purpose of tracking the outcomes for referrals made 

through CRISP. 
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Program(s) 

Referred To: 

Enrolled View

Patient enrollment status can be changed here. Once “Enrolled” has been selected, an 

enrollment date will populate.

Please note, if the referral status was changed to “Accepted” on the Referrals Overview 

page, the enrollment date will auto-populate in this field.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Program(s) 

Referred To: 

Rejected View

a) To reject a referral, click on the “Rejected” option in the status drop-down. Once rejected, 
a pop-up box will appear where the user can specify why the referral was rejected. The 
“Rejected Date” field will auto-populate once the “Rejected” option is chosen.

b) If you choose “Others” as the reason for rejection, another pop-up box will appear where 
the user can enter a reason. 
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Patient Information
Certain fields must be completed by a CBO in order to successfully complete the Web Form. A 

patient ID and the patient’s gender must be entered into the “Patient Information” section in order 

to save this document.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Patient Contact Details
If the end user has the patient’s home phone number, work number, and/or cell phone, it can 

be entered in the “Patient Contact Details” section. The blue boxed sections/fields, Phone, 

Email, and Alternate Phone will be pre-populated (and not editable) if the referring person 

completes fields within the referral Web Form.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Clinical Fields
The Patient Clinical Fields will be pre-populate (and not editable) 

with data from the referral Web Form.
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CRISP DC eReferral Tool – Community Based Organization (CBO) Workflow

Referring Physician 

Information

The “Referring Physician Information” section captures the contact information for the 

referring provider. Additionally, any notes that the referrer added to the Web Form will be 

shown here. These fields are also not editable.
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CRISP DC eReferral Tool – Referring Person Workflow

DC Portal Log 

In & Referrals

a) Log into the DC Portal at portal.crispdc.org.

b) Click on the Referral Portal Tab18
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CRISP DC eReferral Tool – Referring Person Workflow

Referrals Overview Review the Referrals Overview page. Here, you will find a queue of all patients you have 

referred using the CRISP Referral tool.
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CRISP DC eReferral Tool – Referring Person Workflow

Referrals Overview  

Page Description
Each column can be filtered for optimized viewing. Navigate to the top right corner of the 

screen to select desired filtering from the filters dropdown. 
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CRISP DC eReferral Tool – Referring Person Workflow

Advanced Search
To search a specific referral (patient, provider, etc.) navigate to the “Look up Referral” field in 

the top left corner of the screen. Please note, when searching dates the following format is 

required: MM/DD/YYYY.
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CRISP DC eReferral Tool – Referring Person Workflow

Export to Excel
To download a report of referred patients and additional datasets, click the green “Export to 

Excel” button at the bottom of the Referrals Overview page
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CRISP DC eReferral Tool – Referring Person Workflow

Patient Details 

View

Select a patient from the Referrals Overview list to navigate to the Patient Details screen. This screen 

includes all the details captured by the referring person at the time of referral. Click “Cancel” to return to 

the previous page. Please note, the information provided in the fields cannot be edited. The “Referrals 

Overview” is designed to provide a read-only view of information sent to and received from the CBO.
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CRISP DC eReferral Tool – Referring Person Workflow

Patient Contact 

and Clinical Fields
The fields in these sections are populated with information provided in the Web Form. 24
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CRISP DC eReferral Tool – Referring Person Workflow

Referring Physician 

Information
The fields in these sections are populated with information provided in the Web Form. 25
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CRISP DC eReferral Tool – Referring Person Workflow

Program Referred 

to Section
26
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a) The “Program Referred To” section will show each program within the CBO to which a patient was 

referred. Click the inverted arrow to open program details

b) These fields are populated by the CBO. This data is also accessible through DC Portal Snapshot tab.
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CRISP DC eReferral Tool – Patient Snapshot

Snapshot
Users can view referral information captured in the “Referral Portal CBO” tab within the Snapshot tab in the DC Portal. 

a) Under the Care Alerts widget, every time a patient is enrolled into a referral program, the alert populates here.

b) The Care Team widget contains information that is populated via the CBO referral portal. Details for this can 

include information such as the care manager and contact information.
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CRISP DC eReferral Tool – Social Needs Data

Users can log into the DC Portal at portal.crispdc.org, after searching for the patient the user will then click Clinical 

Information tab, followed by the Social Needs Data subtab. The referral history tab within the Social Needs Data subtab 

displays information on the date of the referral, program name, referral status, and the date the referral was last 

updated. One you click on a referral, a pop-up box will appear providing additional information on the referring 

provider and recipient of the referral. 
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CRISP DC eReferral Tool – Social Needs Data

Social 

Needs Data

The user can also view the conditions subtab to see SDOH z-codes and the assessment subtab, which displays SDOH 

questionnaires submitted to CRISP and include information under the following SDOH domains: food insecurity, 

financial insecurity, housing, transportation, employment, etc. The social data displayed in these additional tabs can 

assist in understanding the social needs of patients and inform subsequent referrals.
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Any additional questions, comments, or concerns? Please 
contact outreach at dcoutreach@crisphealth.org.

For support contact support@crisphealth.org or call 
833.580.4646.

1140 3rd Street NE

Washington, DC 20002

833.580.4646 | www.crispdc.org
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