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Shared Services
Electronic Referral Forms

Accessing Referral Forms

1. Account Creation Form
https://negaresaCentral.etrieve.cloud?isAnonymous=true#form/template/74

2. Link to Etrieve login (AFTER you have an account)
https://negaresacentral.etrieve.cloud/?showloginpage=true#/form

Video Tutorials

= How to create your login to access forms

» Shared Services electronic referral process from start to finish

= Filling out a Related Services referral

= What Parent will see when they receive a referral for their child

» What your director will see when they receive a referral from you

» Filling out a referral for Special Ed Eligibility area (i.e. D/HH & VI)

»  Where is the referral | sent??

Q&A

1. |tried to login but wasn’t connected to the Etrieve site.
a. Make sure you are logged into your school email account (Google or Microsoft)
FIRST then try again.
b. Do NOT type in your email address, only click on the Google or Microsoft logo
If you have tried both suggestions and are still having difficulties, please contact
Marie McDonagh
2. What if my student’s parents don't have a computer?
a. The referral forms are designed to work with a smartphone as well as on a
computer.
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b. You too can access all forms via your phone if that is easier.

3. Dol need to submit a referral when a student transfers in with services on their IEP?

a. If the student transfers from one of Northeast Georgia RESA 13 districts, no
referral is required. Just notify the service provider and they will take care of the
rest!

b. If the student transfers from outside of Northeast Georgia RESA, a referral is
needed. Please see the above 5 minute screencast Initiating a Related Services
Referral to Shared Services for more detail. The section on transfer students
begins at 3:05.

4. Are screening requests for Audiology, OT, PT, and VI sent electronically?

a. NO - all screenings will remain paper at this time. Screening documents may be

sent directly to the service provider after you have received parent permission.
5. What if my student’s parents do not speak or read English?

a. Currently electronic referral forms are only in English. If you need an alternative
form, please use the paper version.

6. Can |l save areferral and come back to work on it later?

a. YES! There is no “save” button. The referral will automatically save in your drafts
folder in Etrieve. You can return to it as many times as you need until you hit
submit.

7. How long will the electronic process take?

a. It will take only a few minutes at each step. Please work with parents to check

their email and sign Related Services referrals.



