
How to access Conduct Referrals

1. Sign into Aspen.
2. Scroll down to Tasks which will be 
on the right side

3. Click on Click on arrow next to
Open Tasks to change it to Closed 
Tasks

4. Click on Conduct Referral (New)
to check on status

5. A new screen will pop up 
like this.

6. Then Click on the pencil on the right side. 

7. Then this should pop up. 

8. If the Conduct Referral is still open, then it will be blank. 


