
Federally – Certified Nursing Homes 
MDS 3.0 Section Q Referrals

Referral Management Module – Nursing Home Process 

(Part 1)

Nursing Home Process Topics
 Background
 Logging In
 Program Participation System (PPS) Home Page
 Navigating PPS
 Big Picture
 Access Referral Management
 Referral Entry
 Submitting a Referral
 How Does a Referral Reach the LCA?
 Individual Referral Reports
 Reviewing Referral Status



Background

Background

 Per Federal Code 42 CFR 483.20 nursing homes that participate 
in the Medicare or Medicaid programs must complete the 
Minimum Data Set (MDS) assessment for all residents admitted 
to the facility. 
 Nursing Homes are required to make a referral to the designated 

Local Contact Agency (LCA) for any resident who indicates they wish 
to talk to someone about returning to the community. The nursing
home is required to make the referral to the LCA within 10 business 
days of completing Section Q.

 LCAs are expected contact the resident within 10 business days of 
receipt of referral



Background

 Wisconsin received a federal grant to automate the referral 
process

 Nursing Home Referral Management Module was designed to meet 
this need 

 For more details visit:
 http://www.dhs.wisconsin.gov/rl_dsl/publications/11-007.htm

Logging On
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Logging In

Step 1:  Go to https://pps.wisconsin.gov
Step 2:  Click on PPS - Production
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Logging In

Step 3:  Enter your WAMS ID and Password
Step 4:  Click Login
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Navigating PPS

Navigating PPS - PPS Home Page

 Displays the 10 most recently viewed individuals
 If this is the first time you have logged into the system, no individuals 

will be displayed on this page.



Navigating PPS – Navigation Menu & Access

 The system’s Navigation Menu is 
located on the left of the page.  

 Items listed with this icon     are 
not available.

 Items listed with this icon     are 
available. 

 Items with this icon     indicate 
that more menus are available 
for that particular heading. 

 The Navigation Menu will also 
display an arrow and highlight 
the menu you are currently 
viewing. 

Navigating PPS – Cancel & Reset

 Clicking the Cancel checkbox and selecting a different link from 
the navigation menu will cancel any changes and navigate off the
page.

 Clicking Reset changes the data back to the last save and keeps 
you on the same page. 



Navigating PPS – Help 

 If you have questions you can always click the           button for 
more details.  

Navigating PPS - Help
 Help Text appears in a different window.
 When finished click       to close the window. PPS will remain 

open.



Big Picture – Nursing Home Referral Process
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Accessing Section Q Referral Management



Accessing Referral Management

 Step 1:  Find Referral Management in the Navigation Menu and 
click on the menu.

 Step 2:  Click on the Enter NH Referral sub menu
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Accessing Referral Management

 Referral Entry page opens



Referral Entry

Referral Entry – Nursing Home Information

 Nursing Home Information
 Defaults to the logged on user’s agency



Referral Entry – Nursing Home Contact

 Nursing Home Contact Information
 This section will be blank upon initial entry for a nursing home.
 Data will be saved and pre-populated for each new referral thereafter

Referral Entry – Nursing Home Contact

 You must complete all required fields
 A red asterisk (*) indicates the field is required

 Example: Name and Phone



Referral Entry – Resident Information

 Resident Information
 This section allows entry of Resident information

Referral Entry – Resident Information

 Fill out all required fields for each resident
 Required fields are denoted with a red asterisk (*)



Referral Entry – Resident Information

 You can enter the date or use the calendar to select a date.

Referral Entry – Resident Information

 County Location Preference defaults to the county of the 
Nursing Home for the logged in user. 

 Do not modify the county location preference field. 
 This field will be modified by the LCA. 



Referral Entry – Resident Information

 If you need contact information for the Local Contact Agency 
(LCA), click the       icon for a listing of LCAs by county. 

Referral Entry – Resident Information

 Browse through the list to find the agency and county.
 When done, close the window by clicking the     button.



Referral Entry – Resident Information

 Select all applicable choices for the Current Nursing Home Payer.
 If you select other, you are required to enter more information.

Referral Entry – Legal Guardian or Power of Attorney

 Legal Guardian or Power of Attorney Contact
 This sections captures guardian or POA information



Referral Entry – Legal Guardian or Power of Attorney

 Answer yes or no to each question
 Only one type of contact information can be provided

 Document contact details
 First Name, Last Name and Phone are required

Submitting a Referral



Submitting a Referral

 Step 1:  Before you submit your referral, review the page for 
completion
 Required questions
 Included as much information 

as possible
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Submitting a Referral

 If you need a copy for your records, please print a copy before 
submitting.

 Click the        icon



Submitting a Referral

 Step 2:  Click the            button
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Submitting a Referral 

 You will receive warnings for incomplete required fields
 These must be completed before you can submit a referral



Submitting a Referral 

 You will receive a warning for selecting more than one contact 
option.

Submitting a Referral

 You will receive confirmation for successful referral submissions
 New referral entry screen will appear below 



How do referrals reach the LCA?

How do referrals reach the LCA?

 Referral generates email to LCA
 LCA directed to the PPS Inbox
 LCA begins referral processing
 LCA reviews referral
 Resident Contacted
 Referral Status Updated



Individual Referral Report

Individual Referral Report

 Step 1:  Select Search from the Navigation Menu
 Step 2:  Enter First Name, Last Name, and Birth Date
 Step 3:  Click the            button
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Individual Referral Report

 Step 4:  Click the      icon to run a separate report that you can 
print.

 To view information without printing click the       icon.
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Individual Referral Report
 The Individual Referral Report appears in a separate window. 



Individual Referral Report
 Click the         button to print the report

 Click the         button to save the report

Referral Status for All Residents



Referral Report

 Step 1:  Select the Reports List from the Navigation Menu
 Step 2:  Click on the Referral Report link
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Referral Report

 Report Type and Nursing Home default based upon user



Referral Report

 Step 3:  Select the Referral Date Period (From and To)
 Step 4:  Select the Referral Status
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Referral Report

 Step 5:  Select the Export Type
 Step 6:  Click the            button
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Referral Report

 Referral report opens in a new window in PDF format

Referral Report

 Click the         button to print the report
 Click the         button to save the report



Referral Report

 Step 1:  Select the Export Type
 Step 2:  Click the            button

1 2

Referral Report

 Click the         button to print the report
 Click the         button to save the report



Additional Help Contact Information

 System Questions
 DHS SOS Help 

 E-mail: DHSSOSHelp@wisconsin.gov
 Phone: (608) 266-9198

 Protocol or MDS Questions
 Contact the Division of Quality Assurance

Dinh Tran, Health Services Specialist
Department of Health Services
Division of Quality Assurance
1 West Wilson Street
Madison, WI 53703
Telephone: (608) 266-6646
Email: Dinh.Tran@wisconsin.gov


