
CRP Role in Madison Workflows 11-25-25 LC 

3 

 

 

Receiving a Referral: 

1. Login to Madison. Your default role will be CRP Provider and you will be on the 
“My Work” screen. 

 
 
 
 
 
 
 
 
2. Click on “Unread Alert Notes” under CRP Alert Notes and a new screen will 

open. This is where you will be notified if you receive a new client referral and 
where you will be notified of other communication from the VR office regarding 
individual clients. When there are multiple rows in this window, you will want to 

click “View”  on the row associated with the client whose record you want to 
access. 

In the below example, there is a referral to ORI for Mick Jagger. To access that 
referral, click on “ View”  in the column labeled “View Record.” 
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3. When you click on “View” another new window will open. You are entering the 
client’s record. The alert note will immediately appear like the image below. 
Click “Close” to immediately remove that notification. 

 

4. The default tab that opens in the client record is the “Demographics” tab. You 
can tell you are in the “Demographics” tab as it is highlighted orange. Click 
on the “CRP Notes” tab to access the client’s full referral. 

 
 
 
 
 
 
 
 
 
 

 
5. The screen will change to the “CRP Notes” tab. You will know you are in the 

“CRP Notes” tab because it is highlighted orange. You will see a list of notes 
related to the client’s CRP services. 
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6. Click on “Referral” line. This will open the note where you can access all the 
referral information. As a CRP, please pay particular attention: 

a. CRP Note text 
b. PO 
c. Attachments 

 

7. To open the attachments, click on each one individually. 
8. There is also information in the client record in Madison that may be useful 

for you to review. That information is located in the “Forms” tab. 
a. Click on the “Forms” tab and a list of available forms for viewing will be 

listed. The accessible forms are: Voc Rehab Application, Initial Contact 
Memo, Disability Level Order, and Certification of Eligibility. 
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b. To open any of the listed forms, click on the name of the form and a new 
window will open. 
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