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How to: Use the Referral File Upload 

  

Overview   

One of the many features included in your Luma Health package is the ability to send upload Referral 

information within your Luma account. We will now take a deep dive into how the Referral File Upload works 

and how you can benefit from this feature! 

How do I send a Luma Referral File Upload? 

❖ Log onto https://next.lumahealth.io/ with your email and password 

▪ If you are unable to remember your password, open a ticket with helpdesk@tsihealthcare.com 

 

❖ There are two ways to upload a referral file.  

▪ First Option: Once you have logged into your Luma Health account, there will be an arrow next to 

your name on the right-hand side of the screen 

 
o Click on that arrow and it will bring up a drop down menu, click on Upload Center 

 
o Once you are in your Upload Center, click on Referrals 

 

https://next.lumahealth.io/
mailto:helpdesk@tsihealtcare.com
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• Now you can either drag or upload your CSV file 

 
▪ Second option: Once you have logged into your Luma Health account, from the main menu on the 

left-hand side, click on Inbound Referrals 

 
o Once you are on the inbound referrals page, click on Upload referrals located on the top 

right-hand side of the screen underneath your name 

 
• Now you can either drag your CSV file or upload a referral file 

 
 

• Below you will find an example file. The following columns must be included in 

the file in order for the file to process: 

✓ Patients first & last name 

✓ Patients date of birth 

✓ Patients address 

✓ One contact method (cell phone, email, home phone, or work phone) 



©2019. All Rights Reserved.  
Confidential. Do not duplicate. 

800.354.4205 
helpdesk@tsihealthcare.com 

tsihealthcare.com  

 

 

How to: Use the Referral File Upload 

  

 

 

✓ Facility name 

✓ Referring provider 

 
• Next you want to save this document as a CSV file because Luma will not 

recognize an Excel file 

 
• You will see a Microsoft Excel box pop up, select Yes 

 
o Once you have completed and saved your Excel file, you will want to return to the Referral 

File Upload screen within your Luma Health account so that you could upload your patient 

list. Select Upload Referrals, this will allow you to upload a file from your computer 

 
• Browse your computer for the CSV file to upload. Once the file is completely 

processed, it will show you a preview of the information that Luma pulled from 

your file upload 

 
• Select Create referrals 

 
• Select Yes, create the referrals. This will add the patients to the referral loop 

portal 
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• Now you can see the patients at the top of the Inbound Referrals page 

 
✓ You can see how many outreach attempts were made and how many remain 

for each patient from this page as well 

 
 

If you have any questions regarding the information included in this document, please 

contact helpdesk@tsihealthcare.com 
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