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When you log in, the Referrals Received list defaults to show active referrals for your selected site, using the My List 
filter. My List includes the filters you have set up in your Preferences for the selected site. 

 

Viewing ACTIVE referrals with unread messages 

1. Click the VIEW BY LIST menu. 

 
2. Click the option for Referrals With Unread Messages. 

 
Only active referrals for the selected site that have unread messages are included in the list. Active referrals have one of 
the following statuses: New, Received, Accept Pending, Offered, or Accept Offer. 

 
 



Referrals Received – displaying ALL unread messages 

Page 2 of 2 

Viewing ALL referrals with unread messages 

1. Click the VIEW BY LIST menu. 

 
2. Click the option for Referrals With Unread Messages. 

 
3. Click the STATUS menu. 

 
4. Click the Inactive option on the drop-down list. 

 
All referrals for the selected site that have unread messages are included in the list.  
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