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Editing Referrals in the Resource Directory 
 
How Do I Update a Referral in the Resource Directory? 
 
Make sure all agency, program and service records include basic information. The Service record 
will generally have more information than the Agency and Program records. 
 

Step Action 
1. Search for the desired agency 
record   
 

 (if not at the My Tools screen) Click My Tools.  
 Click Edit Agency (Including Chapter) in the 

Resource Management section.  

 
1. Search for the desired agency 
record   
(cont.) 

 Enter part of the agency’s name in the Agency Name 
field.  

 Select the agency’s Location [state].  
 Click Show Profiles.  
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2. Edit the Agency Record  Click the agency’s name in the Agency Name column. 
 Make the desired updates.  
 Click Save Agency at the bottom of the Edit Agency 

Record screen.  
• If you edited fields that are eligible to cascade down 

to program or service records, the screen will also 
list those fields and provide a link to the Agency 
Cascade Update tool. 

3. (Optional) Indicate updated 
values to cascade down to 
selected program and service 
records. 

 Click the Agency Cascade Update tool link. 
• The system displays the Select Update Fields 

screen, which lists the values that are eligible to 
cascade down to program and service records, 
indicates the number of associated (or affiliated) 
program and service records, and displays the first 
of these records as the initial Program to be 
Updated.  

 

3. (Optional) Indicate updated 
values to cascade down to 
selected program and service 
records (cont.) 

 Check the Update? box for each value you would like to 
cascade down to the current Program to be Updated.  
• If you don’t want to update any of the values at the 

current Program to be Updated, click Skip This 
One to move to the next program.  

• If at any time you want to exit the Agency Cascade 
Update tool without making further updates, click 
Skip All (updates you already performed apply 
even if you click Skip All after performing them).  

 Click Update This Program/Service or Update ALL 
Programs/Services. 
• Clicking the Update All Programs/Services 

button allows you to simultaneously update the 
selected values at all of the associated programs and 
services. 
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Edit a Program in the Resource Directory 
 
4.  Search for the Program 
record. 

 Return to My Tools.  
 Click Edit Program (Site/Merchant) in the 

Resource Management section. 
 Enter part of the program’s name in the Program 

Name field.  
 Enter all or part of the Associated Agency Name.  
 Click Show Profiles.   
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4.  Search for the Program 
record (cont). 

 Click the program’s name in the Program Name 
column.   

 
5.  Edit the Program record, as 
needed (cont.) 

 Make the desired updates.  
 Click Save Program at the bottom of the Edit 

Program Information screen. 

 
6. (Optional) Indicate updated 
values to cascade down to 
selected service records  

 Click the Program Cascade Update tool link.  
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6. (Optional) Indicate updated 
values to cascade down to 
selected service records (cont.) 
 

 Check the Update? box for each value you would like to 
cascade down to the current Service to be Updated.  
• If you don’t want to update any of the values at the 

current Service to be Updated, click Skip This 
One to move to the next service.  

• If you want to exit the Program Cascade Update 
tool without making further updates, click Skip All 
(updates you already performed apply even if you 
click Skip All after performing them).  

 Click Update This Service.  
• The system displays the next Service to be 

Updated with the same values selected as for the 
previous service.  

• If multiple services are associated with the program, 
the system displays an Update All Services button 
that allows you to simultaneously update the selected 
values at all of the associated services.  

 
 
Edit a Service in the Resource Directory 
 
7.  Search for the Service record  Return to My Tools.  

 Click Edit Service in the Resource Management 
section. 

 Enter part of the service’s name in the Service Name 
field.  

 Enter all or part of the Associated Agency Name.  
 Click Show Profiles.   
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8.  Edit the Service record, as 
needed 

 Click the service’s name in the Service Name column.  
• The system displays the Edit Service Information 

screen.  

 
8.  Edit the Service record, as 
needed (cont). 

 Make the desired updates.  
 Click Save Service at the bottom of the Edit Service 

Information screen. 
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Note: Select Inactive under the Status field at the Agency, Program and Service records for 
each agency no longer included in the Resource Directory.  
 
 
See the following documents for additional information: 

• Introduction to the CAS 2.0 Resource Directory 
• Adding a Referral to the Resource Directory 
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