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EQUIPO REFERRAL MANAGEMENT – Introduction
Equipo’s Referral Management Process makes referrals EASY by creating
automated workflow adapted to the Partner Provider’s need. The platform
empowers receiving partner providers (Order Fulfillers) to improve efficiency,
eliminate redundancy, and communicate effectively, thus saving time and
effort. Backed by strong analytics and AI, the turnaround times can be
significantly improved. Outcomes can be measured in terms of reduced no
shows, drop in rejections, improved resource allocation and faster
appointments.

A. Login

To login to Referral Lite, you must have received an email notification for the
Order received. Please click on the View Referral button on the email received. If
you do not find the email in your Inbox please do not forget to check your spam
folder.

To view the Referral Order,  there are three options available.

Option 1: View Referral

1) Enter the order number received in your email notification and click the
submit button. Your email id will be already displayed as shown in the
following screen.
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2) You will now be prompted to enter an OTP for verification. Enter the OTP
sent to your email. Click on the submit button as shown in the following
screen.

Referral Management Copyright Equipo Health Inc 4



3) After clicking the submit button you will be redirected to view the referral
order.

Option 2: Activate your Equipo Account

1) Click “Activate Now” as shown in the following screen:
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2) You will now be prompted to enter your email address. By clicking the
“Generate OTP” button OTP will be generated.

3) You’ll now have received an OTP in the email provided. Enter the OTP and
click “Submit”
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4) Your account is now Activated. Please note down your username at this
point which can be used for login later on. Then, click on Continue to set
your password.

5) Your new password must contain Alphabets and Numerals

This completes your account setup procedure. You will be redirected to the
login screen of Equipo.

6) You can now login to Equipo using the username that you had received
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and the password that you created for your account.

7)  Alternatively, you will receive an email from Equipo with your Username
and a link to set your password. Click on “Continue” to set a new password of
your choice.

B. Order Menu and Dashboard

Once logged in, the Fulfiller will be directed to the Order Dashboard.
Dashboard provides a summary view and metrics of the orders for last 7 days

Referral Management Copyright Equipo Health Inc 8



a. Order Statistics – (Total Counts for the Last 7 Days)

● Shows the current standing of all the orders placed in the last 7 days
grouped by respective order status.

● Clicking on the counts will take you to the listing page of the orders.

● Clicking on the ‘Open’ button at the right-hand corner will take you to
the listing page.

b. Order Trends and Status

The list shows the referring organization, and the count represents the number
of orders received in the last 7 days.
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● Quick view of the daily trend of the orders.

● Distribution of the orders by Specialty.

● Distribution of the orders by Priority.

c. My Care Providers (Partner Referring Organizations)

d. Message Center (Referral Inbox)

Changes in the order status are updated here (in real-time), including
notifications for Rejected and Canceled orders, this section works as a mailbox,
once the notification is read, it will be removed. Updated physician note is also
listed here for quick access as needed.
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e. My Order Forms

Displays the order forms (electronic order forms) that you have configured and
made available to your partner referring organizations. Multiple forms can be
created based on service lines. These forms will be used by the Referrer to send
electronic referral orders.

A. Order Listing
‘My Orders’ is the listing page that displays all the orders. Multiple filters can be
applied – Sending Partner, Priority, Order Type and Date Range.
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● Navigate to orders in various statuses.
● Search orders by applying filter criteria.
● Click on the order number to go to the order details page.
● Click on the patient’s name to go to the patient chart.
● User in ‘Supervisor Role’ can assign associates. Bulk assign can be done

by clicking the ‘Select All’ button or by selecting two or more orders from
the list.

When two or more orders are selected, “choose action” button is enabled.
Under the drop down for ‘choose action’, we could select ‘assign’ / ‘unassign’ (ie;
bulk assign/unassign) for orders.
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a. Filters

● Orders by the Referring Organization (Referrer)

● Filter Orders by Priority

� Stat (1 day) – within 1 day the order has to be processed.

� Urgent (2 day) - within 2 days the order has to be processed.
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� Routine (1 week) - within 1 week the order has to be processed.

● Filter Order by Order Type / Service Line

● Filter Order by Assignee

You can also filter by “Unassigned”

● Filter by date range (of Order Date)
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You also have option to filter “Future” orders

BY CLICKING ON THE ORDER NUMBER, ORDER DETAILS CAN BE VIEWED

B. Order Details

View the details of the electronic order and take actions.
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All action buttons are indicated in ‘blue’. All download buttons are indicated in
‘orange’, in the above screenshot.

The left section displays the electronic order and the right section provides
additional information regarding the order.

C. Order Lifecycle
Orders submitted by the Referrer appear under ‘New’.
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Each order goes through one of the following life cycles:

● New –Processing – Scheduled – Order Scheduled
● New – Processing – Scheduled – Visit completed or No Show
● New – Rejected (Patient Not Found/Insurance Not Covered/Service Not

Provided)
● New –Processing – Rejected (Patient Rejects Appointment)
● New – Reject (Insurance Not Covered/Service Not Provided)

a. Order Lifecycle - New

i. By clicking on the order number of a ‘New’ order, the details can be
viewed. Any additional info like supporting documents can be viewed
under the Attachments tab.

ii. New order can be canceled. Based on the selected action, order will be
moved to the next level.

Key Features

a. A PDF or TIFF file of the order can be downloaded any time.
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b. Communication between the Referrer and the Fulfiller can be
performed any time.

c. Forms and Attachments can be added to the order any time.

b. Order Lifecycle - Processing

A processing order can be Scheduled or canceled.

c. Order Lifecycle - Scheduled

i. On Scheduled action, additional attachments like ‘clinical history’, ‘lab
results, ‘PCP notes’ etc can be uploaded.
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ii. We can also, repeat the same order for a different date using ‘Repeat
Order’

d. Order Lifecycle – Rejected

Order can be Rejected. Reason Code can be selected from the drop-down for
proper documentation.
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e. Order Lifecycle – Scheduled

i. Once Scheduled with attachments and comments, order will be moved
the Scheduled status.

Order can also be repeated through ‘Repeat Order’.

f. Order Lifecycle – Visit Completed or No-Show
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i. Fulfiller will update the order to No-Show or Order Complete based on
the visit status

ii. A physician note needs to be uploaded if the order is moved to the
Completed state.

iii. No Show orders can be scheduled again.
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D. Tag Orders

Tagging is a powerful feature in Equipo Referral Management. Orders can be
tagged by creating custom tags or by picking an existing tag.

E. Search Orders
Orders can be searched by Name, Order No or MRN
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F. NEW Order Creation ‘On Behalf Of’ Partner
i. Click on the +Order button

ii. Search for the Patient or Create the Patient.

Provide details like Name, DOB, Insurance, MRN
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iii. Select Service Type, Priority, Referred by provider, Referred to

Clicking ‘Save and Next’ will display the Order form. Please complete the
necessary details
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G. Patient Chart – Order View
i. Patient profile can be accessed from the Order Details page or can be

searched from the main menu.

ii. Patients can be searched by Name, Date of Birth, Account Number or
Contact Number.

iii. By selecting a patient, the user can navigate to the Patient’s profile.

iv. Based on the extent of EHR/EMR integration, patient information can be
viewed. The ‘Order’ tab under Patient profile will have the details of all the
Orders for the Patient.
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