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zz The Referrer Comments, Incident Location, and Return Message also display 
the full description.

4.	 To view the full details of the referral, including information about any actions taken 
by the administrator, click the spyglass icon . The Record Details section is displayed 
allowing you to view data for the selected referral.

5.	 Click Print Record to print the referral. Or, click the printer icon  in the grid. The 
referral opens in a new window.
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Update a Referral

Only Draft and Pending referrals can be updated. All others display view-only data.

1.	 Click the spyglass icon  to edit the details of a referral. The Record Details section is 
displayed allowing you to view and update data for the selected referral.

2.	 Update the fields as needed.

zz If you are editing a Draft referral, you can click Save Draft if you are still not ready 
to submit the referral to an administrator. Or, click Submit Referral if you are 
ready to submit the referral.
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zz For a Pending referral, the Save Draft button is not displayed. If you edit data, 
click Submit Referral to submit an updated referral to the adminstrator. 

Delete a Referral

Only Draft and Pending referrals can be deleted. Click the delete icon  to delete a referral, 
and the referral is deleted. The delete option is not displayed for Reviewed or Completed 
referrals.
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Web-based Access for Teachers, Parents, and Students


