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How to: Use the Referral File Upload

tsihealthcare.

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

&) welcome!

E-Mail

Password

Forgot your password? No problem, reset it. Or, login

with single sign on.

¢+ 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

TSI Test

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

TSI Test

£ Mission Control

* Upload Center

B File Management
B Messaging Activity m

2] Logout

B View Tickets

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

UPLOAD CENTER
Dlasca rafar rn At miidalinae fnr fla fnrmertine rolae

800.354.4205
helpdesk@tsihealthcare.com
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o Now you can either drag or upload your CSV file

Drag and drop your .csv flle.

or Upload Referrals

= Second option: Once you have logged into your Luma Health account, from the main menu on the
left-hand side, click on Inbound Referrals

luna
= Activity Feed

[~ ] Schedule

= Hub

N Broadcasts

I'A Inbound Referrals I

~x  QOutbound Referrals
O  Waitlists

@ Reports

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

TSI Test ~

Upload Referrals

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

Drag and drop your .csv flle.

or Upload Referrals

o 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)
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v Facility name
v Referring provider

A B C D E F 6 H J K L M
stName FirstName Birthdate  Address City State  Postal Code Country CellPhone  Email HomePhone  Facility Name Referring Provid:
st Latoyia  01/01/2000 456AppleSt PalmBeach FL 33480 USA  (123)456-78%0 latoyiatest@gmail.com (123)789-0456 TSI Healthcare Center  Dr.Jan Doe
ster  Lad 02/02/19% 789KiwiAve Orlando FL 32789 USA  (234)567-8910 testerlaci@gmail.com  (234)891-5670 TSI Healthcare Center  Dr. Joe Doe

mo Melissa ~ 03/03/1980 123Pearln  Miami Lo 3101 USA  (345)678-9101 meldemo@gmail.com  (345)101-9876 TSI Healthcare Center  Dr.John Doe

¢ Next you want to save this document as a CSV file because Luma will not
recognize an Excel file

File name: | Luma Referral File Upload

Save as type: | CSV (Comma delimited)

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

Microsoft kxcel x

a Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

Yes No Help

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

Upload Referrals

o 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

Loaded 3 referrals. Here are the first 3 results

PATIENT NAME PATIENT DOB. FACILITY NAME REFERRING PROVIDER
Latoyia Test 01012000 Tsi Heaithcare Center Dr__Jan Doe
Laci Tester 020201990 Tsi Heaithcare Center Dr. Joe Doe
Melessa Demo 03031980 Tsi Heaithcare Center Dr. John Doe

e Select Create referrals

Create Referrals

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

800.354.4205
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Yes, create the referrals ‘

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

INBOUND REFERRALS e

O selectitems Q  Search = Reloxed W Compact T Filters
Meliss "

Dema, m. arch 3, 1900 F_‘

b A

Tester, Laci Fetary i w0 EI

B T esith [Rp— -

T i 1,30

Fost, Latoyia sy Active

R —— L

v You can see how many outreach attempts were made and how many remain
for each patient from this page as well

Test, Latoyia January 1, 2000

B TsiHealthcare Center %, |0 completed attempts /5 remaining

If you have any questions regarding the information included in this document, please
contact helpdesk@tsihealthcare.com
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