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NCRN Project Overview and History 

 
The North Coast Referral Network (NCRN) began in response to a survey administered 

by the Humboldt-Del Norte IPA that listed referrals as the leading medical office function that is 

the most time consuming and problematic. NCRN is a local project funded by the California 

HealthCare Foundation.  The Humboldt-Del Norte Foundation for Medical Care received a grant 

from the California HealthCare Foundation to implement NCRN for our community. The 

Foundation chose to use IRIS. IRIS was created as a patient referral network in the Cook County 

Health System (the Chicago, Illinois area) approximately 5 years ago. NCRN is an adapted 

version of IRIS and has been in use in a limited capacity in Humboldt County since September 

2009. NCRN continues to expand with additional specialty and primary care practices added 

every one to two weeks. 

  

IRIS (Internet Referral Information System) is a web-based patient referral system that 

incorporates clinical rules of the practice's design, along with flexible order processing and 

management capabilities.  IRIS has been designed for patient referrals between Primary Care 

Providers (PCP), Hospitals and Specialists. IRIS was developed to allow providers to interact 

easily by removing obstacles such as IT system incompatibilities, operational policies, and 

training procedures. IRIS's sole requirements are a workstation with Internet access and 

Microsoft Internet Explorer 6.0 or newer.  
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Basic Workflow Operations 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clinician or MA sends 

referral request details to 

the Referral Coordinator 

(RC).

RC opens IRIS and submits referral 

to specialty or diagnostic. Going 

through the prompts and answering 

the appropriate questions. RC may 

have to refer to the chart note (CN) 

for answers.

The scanned documents are 

uploaded from IRIS Scan into 

IRIS.

Authorization request for 

Foundation plan is submitted 

SIMULTANEOUSLY 

WITHOUT ANY ACTION 

FROM RC!

Notification is received in 

IRIS regarding the date and 

time of the appointment 

scheduled for referral.

Notification is received 

that results are available 

for specialty appointment.

When chart note and/or 

needed studies are 

completed for the referral 

the documents are 

scanned using IRIS 

SCAN.

CPT and ICD9 

codes are included 

in IRIS referrals!

Auth is requested by 

phone or fax by 

user.

When authorization is 

received back from the 

insurance the auth # is 

entered into IRIS.

Authorization 

Process

IRIS 

Process
Clinic 

Process

Notification is received 

that did not show for 

specialty appointment.

Patient shows for appt

Patient doesnôt show for appt

Appt is scheduled

Auth is approved Auth is approved

All other insurances
Foundation Insurance

Plans
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Tracking a Referral through IRIS  
 

Tracking a Referral 

Through IRIS

SUBMIT A REFERRAL

IRIS REFERRAL IS CREATED 

AND GIVEN AN ORDER #

VIEW UN-SUBMITTED 

ORDERS

Ç DEMOGRAPHIC DATA

Ç DOCUMENTATION 

ATTACHMENTS

VIEW PENDING 

AUTHORIZATIONS

Ç AUTH ADDRESSED 

AND AUTH # 

ASSIGNED

FOUNDATION AUTH

Ç FOUNDATION WILL 

AUTH THEN SEND 

ORDER ON TO THE 

SCHEDULING 

OFFICE

VIEW SITE OUTSTANDING 

REFERRALS

Ç VIEW SENT REFERRALS 

HERE UNTIL THEY ARE 

SCHEDULED BY 

SERVICING OFFICE

NOTIFICATIONS

Ç REFERRAL IS 

SCHEDULED

Ç RESCHEDULED

Ç CANCELLED

Ç PT NO-SHOWED

VIEW OUTSTANDING RESULTS

Ç CONSULTS THAT ARE DUE 

FOR PATIENTS THAT HAVE 

SHOWN FOR APPTS 

REFERRED FROM IRIS

NOTIFICATIONS

Ç REFERRAL RESULTS 

AVAILABLE

DOCôS NEEDED,

OR DEMO DATA

INCOMPLETE

AUTH NEEDED 

FOR FOUNDATION PLAN

NO AUTH NEEDED

NO AUTH NEEDED  AND NO DOCUMENT REQUIREMENTS

AUTH NEEDED

APPT GIVEN

PT SHOWS

FOR APPT

OFFICE UPLOADS

CONSULT RESULTS

SUBMIT

REFERRAL

VIEW

PENDING

AUTH

VIEW

UN-

SUBMITTED

ORDERS

FOUNDATION 

AUTH

VIEW

SITE

OUTSTANDING

REFERRAL

NOTIFICATIONS

VIEW

OUSTANDING

RESULTS
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Incoming Referral Management in IRIS

Receive Referral in IRIS via 

ñView Queue Detailsò

Referral is scheduled in 

Allscripts through normal 

scheduling processes

Referral is scheduled in 

IRIS via ñProcess a 

Referralò

Customization of referral requirements is 

essential for building specialty referrals in IRIS. 

Options of questions and answers, 

documentation, or combinations can be built for 

users in order to deem referrals complete prior to 

release into specialty scheduling queue.

Patient shows for 

appointment

Patient fails to show for 

appt.

Notification is sent to PCP 

that patient didnôt show for 

appt via ñEnd of day 

encounter data entryò

Record of what consult 

notes are owed for what 

appts are kept via ñEnd of 

day encounter data entryò

Clinician completes 

consult note to referring 

provider.

Consult note is 

uploaded to IRIS via 

ñView Outstanding 

Resultsò

The value of IRIS is nothing is ever lost, 

misfiled, waiting to be filed, faxed, 

refaxed, waiting to be faxed. ICD9 and 

CPT codes are all included everywhere!!

IRIS process
Outside IRIS 

process
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IRIS SCAN Software 

 
IRIS SCAN is a software program that was developed and written by our database programmer 

and analyst, Greg DeBacker. It was created to work with IRIS and to manage scanned or saved 

documents in an easy to find location. IRIS SCAN has the ability to keep these documents as 

PDFôs for up to 120 days then send them to the recycle bin so that users wonôt have to manage 

the large number of documents that are created by using IRIS. IRIS SCAN is an intuitive 

program that has saved users countless time and aggravation.  

 

You will find a simple óHow toô and the IRIS SCAN óHelpô file below. 

 

IRIS Scan Help 

 

Below is a picture of the IRIS Scan main window. To start a new scan click on the ñNewò 

button. 

 
  

When you click on the new button the screen below will appear. Select the scanner. Type in the 

patientôs name and click OK. The name will be used to name the file. 

 
 

Stack one or more pages face down and upside down in the scanner. Next click on the Add 

button to add pages to the scan. At the bottom of the main window a label will tell you how 
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many pages you have scanned in. You can use the up and down arrows next to the label to view 

the different pages. 

 

When you are viewing a page you can use the buttons at the top of the main window to rotate, 

delete, or enlarge the page. Once you are finished, click on Save to save the scan project, 

 

When you click Save the window below will appear. This will list the most recent scan project at 

the top and past projects below that. Scan projects are automatically sent to the windows recycle 

bin after 2 weeks. 

 

From here you can view the scan project or send it to the recycle bin. If you click on the Copy 

Location button it will copy the location of the scan project to the windows clipboard so that it 

can be pasted in to the appropriate place in IRIS. 
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IRIS ROLE ASSIGNMENTS & RESPONSIBILITIES  

 

IRIS is set up so that the sending and receiving of referrals can be separated. Sending referrals is 

considered part of ñSite Management Functionsò (refer to section XX). Receiving referrals is 

considered an action of ñQueue Management Functionsò (see section XX).  IRIS requires each 

user to be assigned a ñRoleò. This role determines the function availability, and security level for 

the user. Below is a comprehensive list of IRIS roles and their corresponding descriptions and 

responsibilities. 

 

 
IRIS ROLE DESCRIPTION  

 
SITE ADMINISTRATOR 

 

OVERVIEW 

 
The Site Administrator is responsible for managing a clinicôs use of the IRIS system in a manner 

that insures attainment of the clinicôs operational goals, the delivery of the highest possible 

patient service and the adherence with NCRN policies. 

 

SPECIFIC RESPONSIBILITIES 

 
 SITE ROSTER MANAGEMENT ï Each site has a roster of authorized users showing 

the órolesô assigned to each user. 
 

SPECIFIC TASKS 

a) Insure only current valid users are in the roster. 

b) Assure that each user in the roster has been assigned to the correct role. 

c) Add new site users to the roster through either ógranting privilegesô to an existing 
IRIS user or signing up new IRIS users. 

d) Revoking privileges of users who are no longer a part of the site operations. 

 
 DATA INTEGRITY ï IRIS will communicate referral order handling and status 

information back to the clinic administration manager and ordering providers (based on 

their choice). 

 
SPECIFIC TASKS 

a) Review each providerôs selected information delivery requests and verify that the 
email contact information for the end of day activity notice is valid and actually 

used by the provider. 
b) Verify that the email contact information for the end of day activity notice for the 

site is valid. 
c) Conduct IRIS security audit once per quarter. 

 



NCRN HANDBOOK 

 - 11 - 

 PATIENT COMMUNICATIONS ï IRIS will provide two separate and important pieces 

of information to each patient that receives a referral from their provider.  The first is a 

printed copy of the submitted referral that will contain: 

 Pertinent information about the expected handling of this referral. 

 The 24x7 patient query phone number with the referral order # that is required to use this 

service. 

 Specific patient preparation instructions (English & Spanish) that may apply to this 

referral. 

 The phone number that will be used to call the patient to provide them their appointment 

information. 
  

The second is direct patient contact through the computerized voice response unit (IVR) 

to inform and remind each patient of the appointment details. 

 

SPECIFIC TASKS 

a) Insure that all clinicians are aware of these features in IRIS. 

b) Insure all clinicians understand the importance of validating the phone contact 

number they provide to IRIS. 

c) Insure that the site printer connections are functional. 

d) Insure that the administrative or provider staff understands the workflow process 

that actually delivers the referral confirmation documents to the patient BEFORE 

they leave your site. 

 

 SERVE AS FIRST POINT OF CONTACT FOR USER QUESTIONS AND TRAINING  

As time passes, many users of IRIS are only comfortable with the few functions they use 

often. To insure your site has the backup capability, refresh your userôs knowledge of all 

the IRIS functions. 

 

SPECIFIC TASKS 

a) Insure that each site user is aware of and comfortable using: 

a. ñMANAGE MY INFORMATIONô function. 

b. The Patient, Site and Provider communication functions in IRIS. 

b) Stay up-to-date with IRIS broadcast messages. 

c) Register and train new users at the site/clinic 

d) Train a backup Site Administrator 

 

 PROVIDE REPORTS FROM IRIS ï IRIS contains a wealth of information that can help 

senior leadership to better manage the operations of the site. 

 

SPECIFIC TASKS 

a) Insure that senior leadership is familiar with the information reports available 

from IRIS. 

b) Establish your SITES report, plan and schedule. 

c) Run and deliver the site reports on the determined schedule. 

d) Support Ad-Hoc requests for information from IRIS. 

e) Monitor communications from RSC (broadcast messages, mail, email, etc.) 
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IRIS ROLE DESCRIPTION  

 
SITE STAFF POSITION 

 

OVERVIEW 

 
Site staff will be responsible for administrative functions associated with IRIS. The specific 

tasks assigned to an individual will be determined by their local supervision, but all IRIS 

users assigned to a SITE Staff role will be enabled to perform the following tasks: 

 

 Submit a referral for one of the clinics providers. 

 Search for an IRIS referral by order number. 

 Search for an IRIS order by patient name or Medical Record number. 

 Add supporting documents to a referral order. 

 View site outstanding referrals (unprocessed in IRIS). 

 View unsubmitted orders and complete them. 

 View services ordered by your site. 

 View site clinician activity. 

 View sources of inbound referrals. 

 View and complete pending authorizations. 

 Explore a rule. 

 óManage My Informationô 

 View and print patient instructions. 
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IRIS ROLE DESCRIPTION  

 
SITE PHYSICIAN POSITION 

 

OVERVIEW 

 
Site Physicians are provided with the menu of options, described below. 

 

Clinicians are required to use email for their end of day activity notifications. They may select 

the type of notifications to receive in their óManage My Informationô section. The Site 

Administrative staff will receive a copy of every notice on all referrals placed from the site. 

 

Site Clinicians will use IRIS to directly place referral orders. The orders will be placed in their 

name and IRIS will provide whatever feedback they have requested directly back to them via 

their secure notifications function. In addition to placing referrals, there are several support 

functions that the clinician has access to. 

 

 Submit a referral. 

 Resubmit a referral. Look up a referral by IRIS #, Patient name or Patient # and resubmit 

it. The prior referral is cancelled and marked with the new order number. 

 Search for a prior IRIS referral by order number. 

 Search for prior IRIS orders by patient name or Medical Record number. 

 Explore a rule. 

 óManage My Informationô ï In this functional area of IRIS, the physician can alter their 

selections of feedback options. 

 View and print patient instructions. 

 Escalate a referral ï This function allows the physician to request reconsideration of a 

referral that has been rejected after the initial entry. NOTE: referrals rejected in a rule 

may be escalated immediately. 
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IRIS ROLE DESCRIPTION  

 
SITE SUPERVISING PHYSICIAN POSITION 

 

OVERVIEW 

 
A Site Supervising attending is provided with a menu of options, described below. 

 

Clinicians are required to use email for their end of day activity notifications. They may select 

the type of notifications to receive in their óManage My Informationò section. The Site 

administrative staff will receive a copy of every notice on all referrals placed from the site. 

 

Site clinicians will use IRIS to directly place referral orders. The orders will be placed in their 

name and IRIS will provide whatever feedback they have requested directly back to them via 

their secure notifications function. In addition to placing referrals, there are several support 

functions that the clinician has access to. 

 

 Submit a referral. 

 Resubmit a referral. Look up a referral by IRIS #, Patient name or Patient # and resubmit 

it. The prior referral is cancelled and marked with the new order number. 

 Search for a prior IRIS referral by order number. 

 Search for prior IRIS orders by Patient Name or Medical Record Number. 

 Explore a rule. 

 óManage My Informationò ï In this functional area of IRIS, the physician can alter their 

selections of feedback options. 

 View and print patient instructions. 

 Escalate a referral ï This function allows the physician to request reconsideration of a 

referral that has been rejected after the initial entry. NOTE: referrals rejected in a rule 

may be escalated immediately. 
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IRIS ROLE DESCRIPTION  

 
SITE NURSE PRACTIONER POSITION 

 

OVERVIEW 

 
A Site Nurse Practitioner is provided with the same menu of options as a site physician, 

described below. 

 

Clinicians are required to use email for their end of day activity notifications. They may select 

the type of notifications to receive in their óManage My Informationô section. The Site 

administrative staff will receive a copy of every notice on all referrals placed from the site. 

 

Site clinicians will use IRIS to directly place referral orders. The orders will be placed in their 

name and IRIS will provide whatever feedback they have requested directly back to them via 

their secure notifications function. In addition to placing referrals, there are several support 

functions that the clinician has access to. 

 

 Submit a referral. 

 Resubmit a referral. Look up a referral by IRIS#, Patient name or Patient# and resubmit 

it. The prior referral is cancelled and marked with the new order number. 

 Search for a prior IRIS referral by order number. 

 Search for prior IRIS orders by patient name or Medical Record number. 

 Explore a rule. 

 óManage My Informationò ï In this functional area of IRIS, the physician can alter their 

selections of feedback options. 

 View and print patient instruction. 

 Escalate a referral ï This function allows the physician to request reconsideration of a 

referral that has been rejected after the initial entry. NOTE: referrals rejected in a rule 

may be escalated immediately. 

 



NCRN HANDBOOK 

 - 16 - 

IRIS ROLE DESCRIPTION  

 
SITE PHYSICIAN ASSISTANT POSITION 

 

OVERVIEW 

 
A Site Physician Assistant is provided with the same menu of options as a site physician, 

described below. 

 

Clinicians are required to use email for their end of day activity notifications. They may select 

the type of notifications to receive in their óManage My Informationô section. The Site 

administrative staff will receive a copy of every notice on all referrals placed from the site. 

 

Site clinicians will use IRIS to directly place referral orders. The orders will be placed in their 

name and IRIS will provide whatever feedback they have requested directly back to them via 

their secure notifications function. In addition to placing referrals, there are several support 

functions that the clinician has access to. 

 

 Submit a referral. 

 Resubmit a referral. Look up a referral by IRIS#, Patient name or Patient # and resubmit 

it. The prior referral is cancelled and marked with the new order number. 

 Search for a prior referral by order number. 

 Search for prior IRIS orders by patient name or Medical Record number. 

 Explore a rule. 

 óManage my informationô ï In this functional area of IRIS, the physician can alter their 

selections of feedback options. 

 View and print patient instructions. 

 Escalate a referral ï This function allows the physician to request reconsideration of a 

referral that has been rejected after the initial entry. NOTE: referrals rejected in a rule 

may be escalated immediately. 
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IRIS ROLE DESCRIPTION  

 
QUEUE ADMINISTRATOR POSITION 

 

OVERVIEW 

 
The QUEUE Administrator is responsible for timely managing a clinicôs receipt and processing 

of in bound referrals, rescheduling, maintaining the accuracy of the recorded encounter. This 

processing is defined as: 

 

 Performing any pre-registration required in the clinicôs IT systems to schedule the referral 

 Assigning a schedule date/time to the referral by reference to the clinicôs internal 

schedule system. 

 Inserting the appoint date/time into the IRIS record for IRIS to use in its notification and 

day of encounter retrieval functions. 

 Reschedule appointments by changing the IRIS record in a manner that insures 

attainment of the clinicôs operational goals, the delivery of the highest possible patient 

service and the adherence with policies. 

 

SPECIFIC RESPONSIBILITIES 

 

 QUEUE ROSTER MANAGEMENT ï Each QUEUE has a roster of authorized users 

showing the órolesô assigned to each user. 
 

SPECIFIC TASKS 

a) Insure only current valid users are in the roster. 

b) Assure that each user in the roster has been assigned to the correct role. 

c) Add new QUEUE users to the roster through either ógranting privilegesô to and 
existing IRIS user or signing up new IRIS users. 

d) Revoking privileges of users who are no longer a part of the QUEUE operations. 

 

 PATIENT COMMUNICATIONS ï IRIS will provide notification and reminders of the 

specific appointment date and time to each patient that receives a referral from their 

clinic. In addition, any patient can call the 24x7 ópatient query lineô and request the 

appointment information. 

 

SPECIFIC TASKS 

a) Insure that all appointment reschedules are entered into IRIS. 

 

 

 SERVICING PROVIDER COMMUNICATIONS  - IRIS will provide a printed 

Consult sheet with all attached documents for all scheduled referral appointments on a 

selected date. This function is referred to as ñPRINT DAILY CONSULTSô. 
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SPECIFIC TASKS 

a) Insure that senior leadership is familiar with the information reports available 

from IRIS. 

b) Establish your QUEUES reports plan & schedule. 

c) Distribute the printed consult forms with the supporting documents for inclusion 

into the patientôs encounter package. 

 

 QUEUE STAFF KNOWLEDGE OF THE PROPER USE OF IRIS ï Over time, many 

IRIS users only feel comfortable with the few functions they do repetitively. Insure that 

each QUEUE user is aware of and comfortable using: 

 

SPECIFIC TASKS 

a) Manage My Information Function 

b) Referral Processing Function 

c) Referral Reschedule Function 

d) Print Pending Referrals Function 

e) View Queue Details Function 

f) View Queue Summary Function 

g) Add Results to a Referral 

h) Day of Encounter Data Entry 

i) Print Daily Consultation Forms 

 

 PROVIDE REPORTS TO CLINIC LEADERSHIP FROM IRIS  - IRIS contains a wealth 

of information that can help senior leadership to better manage the operations of the 

clinic. 

 

SPECIFIC TASKS 

a) Insure that senior leadership is familiar with the information reports available 

from IRIS. 

b) Establish your QUEUES reports plan & Schedule. 

c) Run and deliver the QUEUE reports on the determined schedule. 

d) Support Ad-Hoc requests for information from IRIS. 

 

 MANAGEMENT OF PRINTED BATCHES ï IRIS supports the printing of pending 

referrals upon request. In order to avoid duplicate printing, IRIS flags a pending referral 

as printed, so that upon the next request, only un-flagged pending referrals will print. 

Each print run is given a unique óbatchô number so that this process can be controlled. 

 

SPECIFIC TASKS 

a) Insure the óManage Print Batchesô Function is understood and executed 

appropriately. 

 

 DAY OF ENCOUNTER DATA ENTRY ï At the end of each clinic session, a single 

screen is completed by indication the patients who showed up as well as those who did 

not show. 

 

 

 



NCRN HANDBOOK 

 - 19 - 

 

SPECIFIC TASKS 

 

a) Insure that the appropriate member of the staff is comfortable with this process. 

 

 ADD REFERRAL RESULTS ï As results to consultations or diagnostics become 

available, this function allows the attachment of the results and transmits them to the 

ordering provider. The transmission of results clear the óresults due/owed recordò 

 

 SPECIFIC TASKS 

 

a) Insure that appropriate members of the staff are familiar with each mode of 

document attachment; 

 Text entry 

 óCut and Pasteô text 

 Insert a scanned image 

 Insert a document 
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IRIS ROLE DESCRIPTION  

 
QUEUE MANAGER POSITION 

 

OVERVIEW 

 
QUEUE MANAGER will be responsible for the receipt and processing of in bound referrals. 

The specific tasks assigned to an individual will be determined by supervision, but all IRIS users 

assigned to a Queue Staff role will be enabled to perform the following tasks: 

 

 Process in-bound referrals 

o By specific referral order # 

o By óget nextô function 

 Performing any pre-registration required to schedule the referral 

 Assigning a schedule date/time to the referral by reference to the clinicôs internal 
schedule system. 

 Inserting the appoint date/time into the IRIS record for IRIS to use in its provider and 

patient communication functions. 

 Reschedule appointments by changing the IRIS record 

 View the Queue backlog in detail and in summary 

 Print pending referrals 

 Print daily consult forms 

 Perform day of encounter data entry 

 View outstanding results 

 Add referral results 

 óManage My Informationô 

 

 

The QUEUE manager will also be responsible for managing print batches and resetting batches 

as required. 
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IRIS ROLE DESCRIPTION  

 
QUEUE STAFF POSITION 

 

OVERVIEW 

 
QUEUE Staff will be responsible for the receipt and processing of in bound referrals. The 

specific tasks assigned to an individual will be determined by supervision, but all IRIS users 

assigned to a Queue Staff role will be enabled to perform the following tasks: 

 

 Process in-bound referrals 

o By specific referral order # 

o By óget nextô function 

 Performing any pre-registration required to schedule the referral 

 Assigning a schedule date/time to the referral by reference to the clinicôs internal 

schedule system.  

 Inserting the appoint date/time into the IRIS record for IRIS to use in its provider and 

patient communication functions 

 Reschedule appointments by changing the IRIS record  

 View the Queue backlog in detail and in summary 

 Print pending referrals 

 Print daily consult forms 

 Perform day of encounter data entry 

 View outstanding results 

 Add referral results  

 óManage my informationô 
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Initial LOGIN to NCRN for Site  

Administrator  

 
1. > Insert this internet address in your browserôs address bar. 

 

https://ncrn.proxhealth.com 

 

2. > You will receive the LOGIN screen depicted below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. > Save this screen to óyour favoritesô and login using the user name and password by youôre 

the Foundation RSC. 

 

 

 

 

 

 

https://ncrn.proxhealth.com/
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 Broadcast Messages  (occasional) <sample below> 

The Foundation Referral Support Center will provide announcements regarding: 

Á New referral services available 

Á New operational information 

Á Rule changes 

Á Etc. 

 All announcements are targeted to the appropriate user and will be displayed to a user 

only two times before removal from their screen. 

  Security Validation (occasional) 

You will be asked from time to time to recertify your information. Just follow the on 

screen instructions. 
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Manage My Information  
 

 Use this feature to edit your information or to change your password
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