
UCR - Closing a Referral

Closing all the Active Referrals for a client will inactivate them in
UCR. A client is never completely closed until their Date of Death
is entered into UCR or transferred from Oregon Access.

Find Person Search
● Enter Last Name/First Name
● Search

○ Select the Name of Client

1. Select the Referrals Tab
2. Select the Referral ID Link to the referral you want to close
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Select the Service Requests Tab
1. Select the➕ for the Requests with an “Approved” Request Status

● If there are no Service Requests in an “Approved” Request Status, skip to
Close Referral Tab

Request Detail Tab
1. Request Status: From the Drop Down Menu - Change to “Request Closed”

a. If you don’t see a “Request Closed” option from the Drop Down Menu, fill
out the UCR Request Form. The Multnomah County data team will close
the referral for you.

b. Change all Service Requests with an “Approved” Request Status to
Request Closed within the referral.
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https://docs.google.com/forms/d/e/1FAIpQLSchbKP7gpNrRkPfxL0ewIocpoRcwIyeOMojCqtKz0zT7PWVtw/viewform


Close Referral Tab
1. Select the “Change Referral Status”

1. Enter the “Closed On” date
2. Reason Closed
3. Any Comments
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