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How to action a referral when received 
When logging into Housing Jigsaw ALERT you’ll be taken to the dashboard screen which 
gives you a high-level overview of your referrals and notifications.  
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Click ‘view all referrals in’  

 

 

Which will take you to the ‘inbound referrals’ dashboard: 
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You can view a copy of the referral by clicking on the customer name:  
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Which will display a full copy of the referral: 

 

Once you have viewed the referral you have the option to:  
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If you wish to mark the referral as a duplicate to indicate to the referring agency that you 
are already working with the customer, you will be asked to provide reasoning for this:  

 

 

 


