
LeadingReach Training 
The intention and purpose of using LeadingReach is to manage referrals in our payer 
networks and to decrease network leakage of out-of-network providers and services.
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Care Integration Platform 
Sending Referrals 

1. Click the Send button in the left menu bar.

2. Choose the Provider requesting the referral using the Send Referral on behalf of
field – this is necessary for follow-up and data purposes.

Step: Searching for an existing patient or adding a New Patient 

3. Search for the patient in the Patient Name field or click Add a New Patient and
complete the required fields. If you add a new patient, the patient will save once
you send the referral.

Step: Plan and Provider Selection 

4. Search for the referred to specialist.

5. Make sure that Catalyst Health Network is selected so that you can select the
patient’s plan from the drop-down list. Scroll through the list or type the plan name
in this section.
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6. Search and select for a provider. In the “Search by NPI, Provider, Organization”

global search bar, type the information you would like to search by to find the
specialist you are trying to refer to.
Note: If sending to the Catalyst Care Team, type “Care Team” in this

box. If sending a pharmacy only referral, type “Pharmacist 
Stellus Rx”. 

Options to refine your search via filters: 

Select Hub Tag – Utilize the free text/drop-down option to refine your search 
based on tags loaded in the system by Catalyst. For example, ASC preferred 
provider tag. 

Specialty: Utilize the free text/drop-down option to search to select one or more 
specific specialties. 
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Tags: Utilize the free text/drop-down option to refine your search based on tags 
loaded in the system by your organization. For example, ASC Preferred. 

Zip Code & Distance: Utilize the free text field option to redefine your search 
based on zip code and/or the drop-down option for the distance filter. 

• The zip code will default to the practice/patient zip code – this can be
deleted or changed.

• The distance will default to 25 miles but may be deleted/changed by
selecting one of the drop-down options.

7. You have the option to opt out using the blue hyperlink in the yellow helper text. If
you are working with one of the plans highlighted, you MUST stay in network.

• If your referred to provider is not in LeadingReach, and in-network status
has been verified - Utilize “Digital Connection Not Available” Opt Out
Reason and select an available fax contact.

• If a fax contact is not available, please utilize this workflow: Adding a fax.

https://files.constantcontact.com/49382251901/24a08070-b391-46aa-9b59-c360fe6de8d8.pdf
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Stay in Network if working with one of the following plans: 

• UHC
• Baylor Scott & White Plans

o BSW Employers Health Network
o BSW Employee Medical Plan
o BSW Premier Plan – Aramark
o BSW Premier Plan – PrismElectric
o BSW Connected Plan – CHN
o BSW DFW CareConnected/American Airlines

• Centivo Plans
o Centivo – Benjamin Moore
o Centivo – Nebraska Furniture Mart
o Centivo – AT&T
o Centivo – Kohls
o Centivo – EnsignGroup

• Healthcare Highways
• WellMed

If you are sending a referral for any Centivo plan, DFW Connected Care/American Airlines, or 
any Baylor Scott and White plan, please follow the workflow linked here: Centivo/BSW Job Aid 

8. Complete provider search once search criteria is entered.

• Search results will appear with organization/provider information on the left and a map
view on the right.

• To select a provider, click on the provider’s name. (Final view of selected provider
shown below)

https://files.constantcontact.com/49382251901/944efe4b-02cd-4283-9526-1aa3ae7d821c.pdf
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New Result Search Features 

Step: Additional Information 

Fill out every box in section #3. Although LeadingReach states that the insurance boxes are 
optional, please still fill in the insurance provider box. If a prior auth is needed, put the referral 
authorization number in the “Insurance Authorization Code” box. 
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Use LR Sync 
for this part. 

9. In the “Reason” box, fill in the diagnosis and/or diagnosis code.

** If you are sending to the Catalyst Care Team, select a reason from the dropdown menu.
These options are specific to the care team.

**If sending a pharmacy support only referral to Stellus Rx, select a pharmacy support 
from the dropdown menu. 

10. In the Insurance Provider box, add the insurance specifics such as payer, plan
type (HMO, PPO, etc.), and member ID if available.

11. If a prior authorization is required, enter the code in the “insurance authorization
code box”.

12. Fill in any optional notes if applicable.
13. Attach the following files in PDF format or utilize Leading Reach Sync (cloud

based EMRs only)df: last visit notes, medication list, patient demographics,
supporting labs and imaging, a copy of the patient’s insurance card.
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14. To utilize LR Sync, you must have the chrome extension downloaded. If you do not
have the extension, click this link to download it. *For details on how to use the
extension, click here.

15. Before you gather the documents, have only one LeadingReach tab open with the
referral you have created. The open LeadingReach tab is where the attachments will
populate.

16. Within your EMR, you will open the necessary documents to attach as if you were going
to print them. The destination needs to say, “Send to LeadingReach”.

17. Click “print”.

https://chrome.google.com/webstore/detail/leadingreach-sync-beta/jlbghafbkkdidheppmhchlpmkaoljbbl/related?hl=en&authuser=0
https://files.constantcontact.com/49382251901/837363f6-f394-4806-8410-af2a9fe6a495.pdf
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18. Once click print, you will see the documents auto-populate into the “Attach Files” section
at the bottom of the “Additional Referral Information” box. **You will not be able to
preview the uploaded document unless you save it as a draft.

If referring to one of the following specialties, you must include the tag “Focus 
Specialty”: orthopedics, oncology, cardiology, nephrology, neurology, 
pulmonology, gastroenterology, endocrinology, or any urgent referral. 

** If this tag is missing or Catalyst Health Network is not collaborated on the referral, 
you will be responsible for all follow up. 

19. Select a time option and send.
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Care Integration Platform 
Sending Referrals 

1. Click the Send button in the left menu bar.

2. Choose the Provider requesting the referral using the Send Referral on behalf of
field – this is necessary for follow-up and data purposes.

Step: Searching for an existing patient or adding a New Patient 

3. Search for the patient in the Patient Name field or click Add a New Patient and
complete the required fields. If you add a new patient, the patient will save once
you send the referral.

Step: Plan and Provider Selection 

4. Search for the referred to specialist.

5. Make sure that Catalyst Health Network is selected so that you can select the
patient’s plan from the drop-down list. Scroll through the list or type the plan name
in this section.
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6. Search and select for a provider. In the “Search by NPI, Provider, Organization”
global search bar, type the information you would like to search by to find the
specialist you are trying to refer to.
Note: If sending to the Catalyst Care Team, type “Care Team” in this

box. If sending a pharmacy only referral, type “Pharmacist 
Stellus Rx”. 

Options to refine your search via filters: 

Select Hub Tag – Utilize the free text/drop-down option to refine your search 
based on tags loaded in the system by Catalyst. For example, ASC preferred 
provider tag. 

Specialty: Utilize the free text/drop-down option to search to select one or more 
specific specialties. 
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Tags: Utilize the free text/drop-down option to refine your search based on tags 
loaded in the system by your organization. For example, ASC Preferred. 

Zip Code & Distance: Utilize the free text field option to redefine your search 
based on zip code and/or the drop-down option for the distance filter. 

• The zip code will default to the practice/patient zip code – this can be
deleted or changed.

• The distance will default to 25 miles but may be deleted/changed by
selecting one of the drop-down options.

7. You have the option to opt out using the blue hyperlink in the yellow helper text. If
you are working with one of the plans highlighted, you MUST stay in network.

• If your referred to provider is not in LeadingReach, and in-network status
has been verified - Utilize “Digital Connection Not Available” Opt Out
Reason and select an available fax contact.

• If a fax contact is not available, please utilize this workflow: Add a fax.

https://files.constantcontact.com/49382251901/24a08070-b391-46aa-9b59-c360fe6de8d8.pdf
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Stay in Network if working with one of the following plans: 

• UHC
• Baylor Scott & White Plans

o BSW Employers Health Network
o BSW Employee Medical Plan
o BSW Premier Plan – Aramark
o BSW Premier Plan – PrismElectric
o BSW Connected Plan – CHN
o BSW DFW CareConnected/American Airlines

• Centivo Plans
o Centivo – Benjamin Moore
o Centivo – Nebraska Furniture Mart
o Centivo – AT&T
o Centivo – Kohls
o Centivo – EnsignGroup

• Healthcare Highways
• WellMed

If you are sending a referral for any Centivo plan, DFW Connected Care/American Airlines, or 
any Baylor Scott and White plan, please follow the workflow linked here: Centivo/BSW Job Aid 

8. Complete provider search once search criteria is entered.

• Search results will appear with organization/provider information on the left and a map

view on the right. 
• To select a provider, click on the provider’s name. (Final view of selected provider shown below)

https://files.constantcontact.com/49382251901/944efe4b-02cd-4283-9526-1aa3ae7d821c.pdf
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New Result Search Features 

Step: Additional Referral Information 

Fill out every box in section #3. Although LeadingReach states that the insurance boxes are 
optional, please still fill in the insurance provider box. If a prior auth is needed, type the referral 
authorization number in the “Insurance Authorization Code” box. 
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9. In the “Reason” box, fill in the diagnosis and/or diagnosis code.
**If sending to the Catalyst Care Team, select a reason from the dropdown menu. These
options are specific to the care team.

**If sending a pharmacy support only referral to Stellus Rx, select a pharmacy support 
from the dropdown menu. 

10. In the Insurance Provider box, add the insurance specifics such as payer, plan
type (HMO, PPO, etc.), and member ID if available.

11. If a prior authorization is required, enter the referral auth code in the
“insurance authorization code box”.

12. Fill in any optional notes if applicable.
13. Attach the following files in PDF format or utilize Leading Reach Sync (cloud based

EMRs only): last visit notes, medication list, patient demographics, recent
supporting labs and imaging, a copy of the patient’s insurance card(s).
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If referring to one of the following specialties, you must include the tag “Focus 
Specialty”: orthopedics, oncology, cardiology, nephrology, neurology, 
pulmonology, gastroenterology, endocrinology, or any urgent referral. 

** If this tag is missing or Catalyst Health Network is not collaborated on the 
referral,you will be responsible for all follow up. 

14. Select a time option and send.
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Care Integration Platform
Centivo/ All Baylor Scott & White Plans: Sending Referrals 

If you have one of the following insurance cards, proceed using this job aid. Please refer to the New 
Employer Payer Plan Toolkit for additional information and insurance card examples. New Employer Payer 

Plan Toolkit 

Prior to Sending the Referral 

1. Click on “Patients” tab on the left-hand side of the screen.
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2. Search for the patient.
• Search by Name or DOB.

3. Click on the patient’s name.
• If patient is not already in the system, first click “Add Patients”.

i. Add all information to each of the fields below: First & Last Name, DOB, Zip Code
and Phone/Email

ii. Click Submit
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4. Add the Medical Record number in the account number text box.
• Navigate back to the patient selection screen click, patient’s name.

5. Click the green “Save Changes” button in the upper right-hand corner.
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This will create a new blank 
referral template to populate. 

and complete the appropriate fields.

If you must add a new patient, they will save once you send the referral. 

Sending the Referral 

Step 1: Navigate to the Send Tab under the Referrals section in LeadingReach. 

LeadingReach Section #1: Searching for the Patient 

1. Search for the patient by Name/Date of Birth in patient name/date field or click “Add a New Patient”

Step 2: Choose the Provider requesting the referral using the “Send Referral on behalf of” field 
– this is necessary for follow up and data purposes and to allow the referral to be sent.
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Scroll through the list or type the plan name in this section. 

LeadingReach Section #2: Plan and Provider Selection 

1. Search for the referred to specialist.
• First select Catalyst Health Network – this allows you to select plan options available.

• Select the patient’s plan from the drop-down list.

When searching for the patient’s plan, it is imperative that you select the correct option, so choose the 
correct Centivo plan option from Benjamin Moore, AT&T, Kohls EnsignGroup, or Nebraska Furniture 
Mart or select the correct BSW plan option from BSW Connected Plan – CHN, BSW Employers Health 
Network, BSW Employee Medical Plan, BSW Premier Plan – Aramark, or BSW Premier Plan – 
PrismElectric. 

2. Search and select for a provider.

You are REQUIRED to stay within the patient’s plan as these plans have a narrow network. Opting out of 
the patient’s plan will result in the referral being cancelled and therefore a delay in patient care. For this 
specific plan, the patient must see the provider selected on the referral. They are unable to change the 
provider once they receive authorization unless you start the process over again. 
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Select Hub Tag: Utilize the free text/drop-down option to refine your search based on 
tags loaded in the system by Catalyst. For example, ASC preferred provider tag. 

Tags: Utilize the free text/drop-down option to refine your search based on tags loaded 
in the system by your organization. For example, Medicaid. 

3. In the “Search by NPI, Specialty, Provider, Organization” global search bar, type the
information you would like to search by to find the specialist you are trying to refer to. (It is
recommended to search by NPI first.)

• Options to refine your search via filters:

• Specialty: Utilize the free text/drop-down option to search to select one or more
specific specialties.
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The zip code will default to the practice/patient zip code – this can be 
deleted or changed. 
The distance will default to 25 miles but may be changed by selecting 
one of the drop-down options. 

• Zip Code & Distance: Utilize the free text field option to refine your search based

on zip code and/or the drop-down option for the distance filter. 

4. Complete provider search once all search criteria entered.
• Search results will appear with organization/provider information on the left and a 

map view on the right.
• To select a provider, click on the provider’s name.
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Final view of selected 
provider in step 2 

• If multiple locations exist, select the location first, then select the provider at that location.

NEW RESULT SEARCH FEATURES 

If provider/org is grayed out the location/provider it is 
not yet added to your network – 

Click “Add to my Network” to make available. 

Hover over icons to reveal information. 

Exclamation reveals providers primary specialty. 
Green tags will list all internal provider/network tags. 

Clicking on the location symbol will provide detailed 
information on the map view of the location. 
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LeadingReach Section #3: Additional Information 

Fill out every box in section #3. Although LeadingReach states that the insurance boxes are optional, this 
MUST be filled out in order for the patient to receive approval to see the referred to specialist. 

6. Copy the Diagnosis and ICD 10 code(s) for the referral in the Reason field.
7. Enter the patient’s insurance carrier into the Insurance Provider field. Although this says

optional, it should always be entered.
8. If an insurance authorization was attained, enter it in the Insurance/Authorization Code field.
9. Use the Attach Files button to attach the necessary referral documentation, such as: patient

demographics/insurance information with card, progress notes, labs, medication lists, etc. All
files must be in PDF format.

*If you have a browser based EMR - Utilize the LeadingReach Sync Chrome Extension to populate
the referral order and all the attached documents (Facesheet, Medication List, Allergy List, most
recent Encounter & Procedures/Patient Care Summary. In addition, add Lab(s)/Imaging Results
when available.

If referring to one of the following specialties, you must include the tag “Focused Specialty”: 
orthopedics, oncology, cardiology, nephrology, neurology, pulmonology, 
gastroenterology, endocrinology, or any urgent referral. 

** If this tag is missing or Catalyst Health Network is not collaborated on referral, you will be 
responsible for all follow up. 

10. Select a time option and click “send.”
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Sending Outgoing Referrals in Athena 
Purpose of Document: Provide workflow for the clinical user to process an outgoing referral from 
Athena into LeadingReach utilizing the (API) application programming interface. 

To Start: Ensure you are on the Clinician User Homepage before sending referrals. 

Step 1: Start by clicking on your username at the top right corner. 

• A drop down will appear. Ensure you have “Clinician” selected.

Step 2: Setup your clinical inbox. Athena will default your view to a List View once you have selected 
Clinician in step one. You will change this to the Clinical Inbox view. 

• Click on the next to Inbox to access the drop down and select Clinical Inbox

• This will change your view to allow you to see breakdown of items in your inbox and see
items from oldest to newest once clicked.
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o This will expand a drop down to choose the user and roles you want to populate.

All users, staff, practice 
roles and athenahealth 
inboxes will default as 
selected. 

Hover next to each 
button and the CLEAR 
ALL button will appear. 
Click here to clear all 
selections. Repeat for 
each section. 

Once orders are signed this will send the referrals that are routed to the referral practice 
role/clinical inbox. The order will be found under the Orders/Rxs/Auths section under the 
referrals clinical inbox. 

Step 3: Ensure you can view the referrals clinical inbox. 

• Click the “+” next to Recently Viewed near the Inbox.

Step 4: Select the “Referrals” practice role (in addition to any other 
users/roles) to view all outgoing referrals and tasks assigned to this clinical inbox to be processed. 
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Step 5: Select the number(s) under “Orders/ Rxs/ Auth” to make all orders to be processed visible. 
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ascending/descending order based on the created date. 

Click on any of the referrals to open the referral and begin processing. 

Step 6: Orders to be processed will now be available below the clinical inbox and can be sorted in 

Step 7: Referral coordinator(s)/staff to fill in referral information as indicated. (Orders will be in a 
SUBMIT status to the referral clinical inbox). 
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search link. 

You can search for a provider 
by name or utilize the filters to 
narrow your search results. 

Step 8: Choose a Receiver – if the clinician has left this blank, choose a Clinical Provider by selecting the 
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If the “Send with Order” has been 
checked and is greyed out – click into 
the summary of care record and ensure 

it is in a CLOSED status. 

Step 9: Uncheck the “Send with order” box next to Summary of Care Record. 

Step 10: Check the internal note section to complete applicable requests. Add information to the 
“Note to provider” section as applicable. 
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Step 12: Select View Actions by scrolling to the bottom of the referral and clicking the hyperlink. 

The Authorization is REQUIRED for the interface to send the referral from athenaOne to LeadingReach. If 
your order is not in the draft state in outgoing this means this step was potentially missed. 

Step 11: Fill out the authorization section displayed below. Click “Edit Authorization”. Select “Not 
Required” or “Approved” and add all applicable fields if prior auth required. Click add auth to 
Quickview box. 

If Prior Auth required these field required. 
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Step 13: Select “Order Submitted”. Click on the dropdown and choose “By paper Print-out”. This 
will auto-select “Order Submitted.” 

The system Step 14: Click Save. Your order is now awaiting transfer to the LeadingReach via the API. 
listens and pulls referrals into your LeadingReach account at an interval of 1 minute. 
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This is where the Draft referral(s) 
are sent to be processed. 

Step 15: Open LeadingReach in a new Chrome browser. 

Navigate to the Outgoing Tab under the Referrals section in LeadingReach. 

Step 16: To begin processing referrals sent to LeadingReach via the integration set your filter to Draft. 

• Hover over the referral you would like to process. This will
highlight the referral blue. Click anywhere in the highlighted section to
begin.
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If this is a new patient, once the referral 
is sent it will save the patient. 

Step 17: Ensure the ordering provider populated in the “Send Referral on behalf of” field – this 
is necessary for tracking data purposes and to allow the referral to be sent. Select a provider if 
this has not pre-populated. 

Step 18: LeadingReach Step #1 

1. This section will be auto populated from the athena referral via the integration. If you need
to edit the patient information click “Edit Patient”
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Scroll through the list or type the plan name in this section. 

If the patient’s plan is not listed, please utilize the Catalyst Preferred List 

Step 19: LeadingReach Step #2 (This section is not auto populated) 

• Search for the referred to specialist.
• First select Catalyst Health Network – this allows you to select plan options available.

• Select the patient’s plan from the drop-down list.

• If the patient’s plan falls into one of the Preferred Networks listed below, a payer specific 
list has been utilized and loaded into LeadingReach which will limit the providers visible in 
plan.

• UHC
• Baylor Plans

o BSW Employers Health Network
o BSW Employee Medical Plan
o BSW Premier Plan – Aramark
o BSW Premier Plan – PrismElectric
o BSW Connected Plan – CHN
o BSW DFW CareConnected/American Airlines

• Centivo Plans
o Centivo – Benjamin Moore
o Centivo – Nebraska Furniture Mart
o Centivo – AT&T
o Centivo – Kohls
o Centivo – EnsignGroup

• Healthcare Highways
• WellMed
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**Searching by NPI will yield the most accurate search result** 

Select Hub Tag: Utilize the free text/drop-down option to refine your search based on tags 
loaded in the system by Catalyst. For example, ASC preferred provider tag. 

Specialty: Utilize the free text/drop-down option to search to select one or more specific 
specialties. 

Tags: Utilize the free text/drop-down option to refine your search based on tags loaded in 
the system by your organization. For example, Medicaid. Note if your organization does not 
use tags there will not elect here.

If you are sending a referral for a Centivo, please follow the workflow linked here: Centivo 
Workflow 

If you are sending a referral to the Care Team or Stellus Rx, please follow the workflow linked 
here: Care Team/StellusRx 

If you are sending a referral for Palliative Care, please follow the workflow linked here: Palliative 
Care 

In the “Search by NPI, Specialty, Provider, Organization” global search bar, type the information 
you would like to search by to find the specialist you are trying to refer to. 

• Options to refine your search via filters:
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Complete provider search once search criteria entered. 

• Search results will appear with organization/provider information on the left and a map view
on the right.

• If your referred to provider is not in LeadingReach - Utilize “Digital Connection Not Available”
Opt Out Reason and to select an available fax contact

• If Fax Contact Not available utilize this workflow: Add a fax contact

• To select a provider, click on the provider’s name.

Zip Code & Distance: Utilize the free text field option to refine your search based on zip code 
and/or the drop-down option for the distance filter. 

The zip code will default to the practice/patient zip code – this can be deleted 
or changed. 
The distance will default to 25 miles but may be changed by selecting one of 
the drop-down options. 
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Final view of selected 
provider in step 2 

If provider/org is grayed out the location/provider it is not yet added 
to your network 

Click “Add to my Network” to make available. 

Hover over icons to reveal information. 

Exclamation reveals providers primary specialty. 
Green tags will list all internal provider/network tags. 

Clicking on the location symbol will provide 
detailed information on the map view of the location. 

• If multiple locations exist, select the location first, then select the provider at that location.

NEW RESULT SEARCH FEATURES 



39 

Version Date: 03.2024 

6 
7 

8 

9 

Step 20: LeadingReach Step #3: (This section will auto populate from athena). 

• Diagnosis and ICD 10 code(s) for the referral in the Reason field.
• The Insurance Provider field will pull from the patient’s entered insurance on the referral.
• If insurance prior authorization required, on referral you must select approved and

entered to the referral # field populate. See step 11.
• LeadingReach API will auto attach the following documents: most recent closed

Encounter & Procedures/Patient Care Summary, CCDA (will include allergies,
medications, problems, procedures, results, past encounters, social history, vaccine
list, plan of care, vitals and document info), copy of the primary insurance card. In
addition, add Lab(s)/Imaging Results when available.

• Add additional information as necessary in the Optional Notes.

Step 21: Select Time-Sensitive or Urgent as needed. Then, click Send. 
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Step 22: LeadingReach integration will send status updates back into athena to the SUBMITTED 
referral and will be noted in the Action By column as API. You will now receive a Received 
notification within 1 minute of clicking Submit by Paper Print Out. 

• If a referred to provider updates a status with the schedule appointment button this will
provide this information as an Action Note like the one noted below:

• If a referred to provider updates a status to complete and the consult noted is added at
that time the integration will send the consult note to athena as a clinical document to be
reviewed and labeled. This will allow the referral to be closed due to ‘result received’.



Sending Care Team & Pharmacy Support via LR

Purpose: To describe the workflow in LeadingReach to send Care Team and 
Pharmacy Support Only (Non-medication Management) Referrals. 

Care Team Referral Workflow 
Step 1: Navigate to step 2 section within the referral in LeadingReach. 
Select Catalyst Health Network in the Select Network Hub  

Step 2: The Select a Plan search option appears once Catalyst Health Network is 
selected. 
Select/type the plan associated with the patient’s insurance plan.  
**If plan is not listed select Catalyst Preferred List.  

Step 3: Search for the Care Team digital connection. 

• Type “Care Team” in the Search by NPI, Provider, Organization field.  Click

Search.

NOTE: Remove the distance parameter if a ‘no result found’ results from the search. 
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Step 4: Select Care Team Digital Connection. 

• Care Teams are region based – Select the Care Team for your region.
o Care Team – DFW, East Texas, Panhandle

• Step 2 section pictured below when correctly selected with Catalyst Health
Network as a collaborator.

Step 5: Continue with step 3 section in LeadingReach. 

6. Reason: A dropdown of referral options is available.

i. Comprehensive Care Support:  Catalyst Comprehensive Care Support (NOT a

Specialist) Care Manager/Coordinator and Pharmacy Team outreaches

ii. Care Manager Support: Catalyst Care Manager Support only (NOT a Specialist) Care

Manager/Coordinator outreaches.

iii. Catalyst Social Worker: This is for a Catalyst social worker (NOT a Specialist) support

through Catalyst team in the assistance of behavioral health resources and screenings,

Social Determinants of Health (SDoH), and community resources.

iv. Other: Free Text Reason for Referral

7. The Insurance Provider field, add payer, plan type (HMO, PPO, etc.) and Member ID.

8. Insurance Authorization Code is not applicable.

9. Attach the following files/documents in PDF format or utilize LeadingReach sync (cloud based

EMRs only): last office visit, medication list, patient demographic/Facesheet, recent

supporting labs and/or imaging, and a copy of the patient’s insurance card(s).
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• Add additional information as necessary in the Optional Notes.

 Pharmacy Support Only Referral Workflow

** Non-medication management referrals only.  Utilizing the eScript workflow will provide 

the fastest most comprehensive follow up and outreach. 

Follow Step 1 and 2 as indicated in the Care Team Referral Workflow. 

Step 3: Search for the Stellus Rx digital connection. 

• Type “Pharmacist Stellus Rx” in the Search by NPI, Provider, Organization field.

Click Search.

NOTE: Remove the distance parameter if a ‘no result found’ results from the search. 

6 

7 

8 

9 
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Step 4: Select Stellus Rx Digital Connection. 

• Click Stellus Rx – Pharmacist Stellus Rx

Step 2 section pictured below when correctly selected with Catalyst Health Network as a 

collaborator. 

Step 5: Continue with step 3 section in LeadingReach. 

6. Reason: A dropdown of referral options is available.

i. Pharmacy Support: Stellus Rx Pharmacist (NOT a Specialist) consult and

recommendations

ii. Other: Free Text Reason for Referral

7. The Insurance Provider field, add payer, plan type (HMO, PPO, etc.) and Member ID.

8. Insurance Authorization Code is not applicable.

9. Attach the following files/documents in PDF format or utilize LeadingReach sync (cloud based

EMRs only): last office visit, medication list, patient demographic/Facesheet, recent

supporting labs and/or imaging, and a copy of the patient’s insurance card(s).
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Final Step: Select Time-Sensitive or Urgent as needed. Then, click Send. 

6 

7 
8 

9 
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Sending Palliative Care Referrals – Empatia 

Purpose: To describe the workflow in LeadingReach to send a palliative care 
referral to Empatia Palliative Care. 

Step 1: Navigate to section 2 within the palliative care referral in 
LeadingReach. Select Catalyst Health Network in the Select Network Hub 

Step 2: The Select a Plan search option appears once Catalyst Health Network is 
selected. Select/type Empatia. 

Step 3: Search for the Empatia Palliative Care digital connection. 

• Click Search.

NOTE: Remove the distance parameter if you a ‘no result found’ results from the search. 



47 

Version Date: 03.07.2024 

Step 4: Select Empatia Palliative Care Digital Connection. 

• Once selected section
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Adding Faxes 

Purpose: To describe the process of adding fax contacts in LeadingReach. Only 
the admin role can add faxes to an account. 

Step 1: On the left side menu in LeadingReach, scroll down to Manage Contacts. 
Click on that title and a new tab/screen will open. 

Step 2: Click on +Add Contact 
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Step 3: Complete all fields indicated below. 

NOTE: Fields indicate ‘optional’ but you will not be able to send without all highlighted 
fields. The primary specialty and specialties field will auto-populate after the NPI is 
added. 

Step 4: Click Save in the upper right-hand corner. 
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LeadingReach FAQs 
1. What is LeadingReach?

LeadingReach is a HIPAA-secure, web-based platform that combines the largest
connected provider community in healthcare with clinical workflow management
tools, secure team-based chat, and document exchange.

Catalyst Health Network has partnered with LeadingReach to provide
network members with:

• Access to a large network of specialists

• An online standardized referral management process

• Insight and visibility into referral status and real-time care navigation

• Catalyst Health Network support via the Referral, Training and Care Teams
that provide dedicated follow-up

• Bi-directional efficient and secure communication channels

• In-depth analytical data

2. Why is it necessary to utilize LeadingReach to send my referrals?

As a Catalyst Health Network physician, we partner with you to limit your
patient’s total cost of care. Through the use of LeadingReach, physicians are
able to better and more efficiently manage the patient’s healthcare journey with
workflow management tools provided by the platform.

LeadingReach gives you, the physician, more insight and control over where
your patient receives specialist care via preferred/narrowed network plan
designations. It also gives you access to the Catalyst referral team to assist in
focused referral follow-up to ensure that patients are able to be scheduled for
appointments.
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3. What types of referrals are supported using LeadingReach?

a. Specialist Navigation (Referral): This is a referral to a specialist via the
LeadingReach platform, including imaging and diagnostic facilities.

b. Preventative Health Navigation (Referral): This is a referral for a
preventative health screening (eg. colonoscopy, mammogram, diabetic eye
exam)

c. Comprehensive Care Support: This is a referral sent to the Catalyst Care
Team and Stellus Rx requesting patient support and chronic condition
management.

4. Can I send all my referrals with LeadingReach?

We encourage you to utilize the benefits of the LeadingReach platform by
sending all referrals to specialists, regardless of contracts. For Comprehensive
Care Support, please only send patients that are Catalyst Health Network
contracted attributed patients.

5. What do I need to include as attachments in my referrals?

With every referral you should include:

• Patient demographics and insurance information, incuding an image of the
primary insurance card

• Last office visit notes

• Recent labs, imaging and list of medications

• Any other pertinent information related to the patient referral

6. Is LeadingReach Health Insurance Portability and Accountability Act
(HIPAA) compliant?

As a leader in cloud-based physician referral and patient engagement
applications, LeadingReach understands the need to treat patient information in
a manner that protects the privacy and security of protected health information
(PHI). You can access and review Leading Reach’s HIPAA Compliance and
Privacy Statement here: https://leadingreach.com/privacy-policy/
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7. What does the Catalyst Referral team do when I add them as a
Collaborator?

Adding the Catalyst Health Network (referral team) as a collaborator and the
“focused specialty tag” acts as a “cc” function on the referral for our focused
specialties. This allows the referral team to follow-up when appropriate and
ensure that the intended specialist is updating, scheduling, and receiving the
required information to complete a referral. Please remember that these services
are only available for our 8 focused specialities as well as urgent referrals.

8. How often should I be logging into LeadingReach? Why?

We recommend that you login to LeadingReach daily. This ensures that you
receive important notes and requests for documents that may be needed to
process a referral in a timely manner. If a request for documents/action item is
not responded to, the patient may not be able to schedule or be seen, resulting
in the referral being declined/cancelled by the preferred specialist.

9. What is the difference between the Catalyst Referral Team and the
Catalyst Care Team?

The Catalyst Referral Team is known as Catalyst Health Network in
LeadingReach. This team works behind the scenes on collaboration referrals to
follow-up on focused specialities.

The Catalyst Care Team is a team of clinical staff working to support your
patients and acts as an extension of your practice. This includes, but is not
limited to, Case Managers (RNs), Care Coordinators (LVN/MA) and Social
Workers.

10. What are the different types of support/services offered by the
Catalyst Care Team?

Case Manager Support: Provided by a registered nurse care manager, the care 
managers provide chronic disease support that is aligned with the primary care 
provider’s plan of care. The care managers also support transition of care patients 
after they are discharged home from an acute care setting. 
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• Transition of Care (TOC) Care Manager: The transition of care team aims to
reduce potentially preventable readmissions during the 30 days following
discharge from an acute care setting.

• Comprehensive Care Support Care Manager: A registered nurse care manager
provides comprehensive care support and is additional support for chronic
disease patients in coordination with the primary care physician. The care
manager uses the care plan provided by the physician to continue to educate
and support the patient.

Care Coordinator: The care coordinator is responsible for coordinating services 
and assisting patients in providing support, education, and assistance in the 
prevention and/or maintenance of their disease and/or health and wellness state. 
They also support the transition of care process. 

• Admin Care Coordinator: Their role is to introduce patients to the support
services provided by the care team. They are also responsible for following
patients who are admitted to a hospital or rehab setting by checking
admission status, requesting records, and notifying the primary care
physician.

Social Work: Their role is to help improve outcomes in people’s lives by evaluating 
the psychosocial and emotional needs of patients, assist in discharge planning, 
and provide community resources in relation to barriers of care. 

11. What should I do when I need to add/remove: a new user, new
provider, location or or add a specialist to an existing LeadingReach
Account?
Please send an email to contactus@catalysthealthgroup.net and provide the 
following information: 

Must include if new/update to provider: 

• Provider Full Name

• Provider Credentials

• Provider NPI

• Provider Email

mailto:contactus@catalysthealthgroup.net
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• Provider Phone Number

• Provider License Number

• Supervising Physician (if APP)

Must include if new/update to location/facility: 

• Location Address & Phone New TIN (if applicable)

• Providers with NPI at that location

Must include if removing/terming provider/location: 

• Provider Full Name/Location Name

• Provider Credentials

• Date Provider/Location Terming/Termed

To add a new user to your account, an admin role would click on ‘manage users’ 
to create a new user role and add the name and email address for the new user. 

You will need to add their name and organization provided email address, select 
their role – user or admin and create a temporary password. 




