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Tip Sheet:  
DSM- Incoming Referrals from External Community Providers using 

the “Add Referral” Button 
  
Incoming referrals from external (non-Banner) providers are received via Direct 

Secure Message (DSM) with attached records. These referrals are received in a 
Cerner pool message.  
 

Prior to using the “Add Referral” button, Referral staff determine the patient's 
status and then either:  

▪ New Patient- Register patient (including insurance) in RevCycle/MS4, OR  
▪ Established Patient- verify & update demographics/insurance as needed 

 

Incoming referral from external community provider received via Cerner Pool 
Message 

▪ Choose Patient 
 

 
 

▪ Choose Patient Match 
 

 
 

▪ From Pool message 

▪ Choose the Add Referral button 
 

 
 

▪ Complete Case Details 
o Medical Service 

o Referral Reason 
o Referral Type 
o Refer from Provider 

o Referral Written Date 
o Refer to Provider 

o Refer to Location 
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o Priority 

 

 
Note: “Referral Type” and “Refer from provider” are not required fields, but are 
details needed to complete the referral process.  

 
Referral Type field should reflect if referral was received via Fax or Direct Secure 
Message (DSM)  

 

 
 

Refer From Provider field should reflect the external community provider that 
ordered the referral. If not found, enter “ExternalReferral, GenericProvider”  
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Referral Written Date field should be the date that the order was written by the 
external community provider. That may be different than the date we received it 

via fax or DSM.  
▪ Use the calendar icon to the right of the field to enter the date  

 

 
 
Refer to Provider field is the Banner receiving clinic or provider that the patient 

needs to see for care.  
▪ Search for Provider or Practice 

▪ Choose Accept 
 

 
 

▪ Choose the Next button 
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Once submitted, referral will begin in a “Pending” status in the “Refer to” location 
worklist  

▪ Choose Submit 

 

 
 
Toggle back to DSM Pool Message. Update document type to reflect:  

▪ .Outside Records- Referral Documents  
▪ Choose Save to Chart 

 

 
Note: It is very important to press “Save to Chart”. This will ensure the attached 

referral documentation/medical records are saved in the HIMS hierarchy of .Outside 
Records- Referral Documentation.  
  

Once the message has been saved, this icon will appear in the lower left corner 
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▪ Access Referral Management Receiving Worklist  
 

 
 

▪ Open referral  
▪ Choose Accept 

 

 
 

▪ Toggle to Insurance tab  
▪ Highlight insurance  
▪ Choose the Associate button  

 

 
 

▪ Choose the Edit button and complete the Authorization section with 
applicable referral/auth details and begin/end date of referral  

 

 
Note: If your practice bills through RevCycle, anything in the Authorization Number 

field will transfer over to the patient registration screen.  
 
Referral will now be worked through the ARM tool following Banner’s Receiving 

Referral Workflow  
 


