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Electronic Referral Service — Routine and 2 Week Wait referrals
1. To start this process, first locate your patient who requires a referral. This can be done by
either selecting F5 on your keyboard, or selecting the “find a patient” option at the top of
your screen
2. Once inside this patient, open a new consultation
3. Onceinside the new consultation, hover over “Referral” = NHS e-Referral = then select

whether your referral is “Routine” or “2 Week Wait”
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4. Once you have selected your desired type of referral, you will be prompted to select the
referring GP. Within this drop down, select the appropriate GP.
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5. The next screen to appear will now be the “e-Referral service” window (formerly Choose and
Book) — You will need to set the priority and select an option for all boxes highlighted red.
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6. For routine referrals follow the standard process for BROS/HEROS referrals select Search
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7. For Non-BROS/HEROS and 2 Week Wait Referrals, select Search All
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8. For both BROS/HEROS and 2WW referrals, select your required service and then
“Appointment Search”. Confirm you have selected the correct service by clicking “Continue

with selected service”

Fraasa check that the falewing refarral eritaria mast tha requiramants of your patiant. If not de-sslest ihe sarvies

‘Back witn selected servioes




Electronic Referral Service — User guide

Routine and 2 Week Wait referrals North West London Collaboration of
Created by The Primary Care Systems Team Clinical Commissioning Groups

9. You will now be shown the available appointments. Select your required appointment time

followed by “book” in the bottom right hand corner.
s e sevee | B & o Y

Born  27-Oct-1912 (104y)  Gender Female
EMISNo. 561073 Usual GP  MATHEWS, Remin (Dr)

¥ XXTESTPATIENTRASY, Nicatpdonotuse (Mrs)

Heo 3 Alerts (25) Prferences

e-Referral Service Gender: Date of birth:

Appointment Search

Referral Information

Inits Referting Clinician: ASHOKKUMAR, Shivani Comissionin ‘o Organization: NHS BRENT CCG Initsl Referring Organisstion: THE WEMBLEY PRACTICE

T N — Referrer  Link fa NHS. =
Wait Wait & Boskable Alert Choices  Location

) SRENT REFERRAL OPTIMISKTION SERVICE

—
Available Appointments Diary

Dasziact Appaintment

O B ThozNeNT Cardcogy- COMMUNITY -Sren Refersl Ostmsation Referl Senvie - Brent SRENT REFERRAL OPTMISATION SERVICE

©  o3sTho2NmT Cardeloay- COMMUNITY -Srent Referrl Optimsstion Refersl Sevis - Brant SRENT REFERRAL OFTIMISATION SERVICE

Carsiiogy- COMMUNITY ~Srent Referral Optimsation Referral Service - Brant BRENT REFERRAL OPTIMISATION SERVICE

T -2 BRENT REFERRAL OPTIMISATION SERVICE

Carcioiogy- COMMUNITY -5r BRENT REFERRAL OPTINISATION SERVICE

RENT REFERRAL OPTIMISATION SERVIGE

T
BRENT REFERRAL OPTIMISATION SERVICE

= e e e e

Referral UBRN : 000208464072 User\Team Retry [ Defer ][D\easese\eﬂanamor\: - oK

Cardiiogy- COMMUNITY -5

10. You will be asked to update the patient’s information. If the details are incorrect, please
update them here followed by updating them directly in EMIS, as updates here do not

automatically update into EMIS.

Check Patient Details

11. Glance over the details on this screen, to confirm they match against the referral that

needed to be created. Once you are happy, select “Submit” in the bottom right corner.
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12. You are then presented with an opportunity to again confirm the details of the referral. If
you are happy with the details shown on this window, continue to the next step.
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13. Once you are happy with the details, in the bottom right hand corner select the drop down
menu title “Please select and action”:
a. select “I have selected a service” to complete the referral

b. select “I have abandoned the process” to end the referral process unfinished
1
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14. You will now be back in EMIS. Complete the clinical fields in as much detail as possible
NHS e-Rs Referral - UBRN: 000298464972 - XXTESTPATIENTRASY, N\caégunolusi (M... m

Complete Referral Details

NHS e-Rs Referral - UBRN: 000298464972 - XXTESTPATIENTRASY, Nic...

* Referral Target NHS e-Referral Service -
* Cinical Term

25-0ct-2017 =

Routine

NHS e-Referral

* Purpose Management Advice -

Reason for Referral
Private Referral

* NHS / Private @ NHs Referral

* Transport [none -

Linked Problem(s)

Referral Letter

@ create Now (Does not incude current consukation data)
© Create Letter Task For :  User\Team
None




Electronic Referral Service — User guide

Routine and 2 Week Wait referrals North West London Collaboration of
Created by The Primary Care Systems Team Clinical Commissioning Groups

15. Inside the “NHS e-RS letter text” tab please type “please find referral attached”
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16. Continue down the tabs on the left hand side of the screen to select “Clinical Content”,
followed by “Attachments” on the list to the right. Inside here, select your referral letter.
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17. Once you have selected the referral Ietter as an attachment, select “Authorise and send”
this will finalise the referral. The window will close and you will be back in EMIS.
18. You can now save this referral by selecting “save” in the top left hand corner of the screen.
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19. The referral process is now completed. Note: The only difference between routine and 2ww
is making sure to:
a. Setthe urgency at all stages (in EMIS and in e-RS)
b. Selecting “Primary Care” for routine and “Search all” for 2ww.
The rest of the process is the same.
20. At this stage you can now follow the process set by either the BROS/HEROS team or the local
trusts for contacting the patient.

If you require further support or guidance, please contact the NWL Service Desk:
Email: Service.Desk@nw.london.nhs.uk Tel: 020 3350 4050
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