
REFERRALS –
How to Create/Send

1. Login. Go to “Students” 
tab then “My Students” 

2. Enter name of student in 
search bar

3. Select student
4. Click blue “Referral” 

button at top
5. Fill out “Create Referral” 

box, adding comments
6. Click Save at bottom right
7. Emails are sent to the 

student and the program


