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Introduction

This document is intended to act as a reference to enable GP Practices to successfully navigate SystmOne TPP in
order to produce meaningful NHS Community e-Referrals.

E-RS (previously Choose and Book) is an electronic referral and management system, using Spine information, that
can integrate with other systems.

This guidance document provides North West London GP practices with instructions on how to make a Community
NHS e-Referral and create and attach a SystmOne referral letter.

Making a referral is always the responsibility of the referring clinician, who with the patient, should decide on the
most clinically appropriate options for the referral and onward pathway.

There are Three (3) parts to the making a NHS e-Referral community booking:
1. How to initiate a Community NHS e-Referral within SystmOne TPP
2. Create a SystmOne Referral Letter

3. Attach a SystmOne Referral Letter
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1. How to initiate a NHS e-Referral within SystmOne TPP

1. Logon on to SystmOne TPP

2. Open the patient’s record and complete their consultation. Within the open patient record
Right click on ‘Referrals’ in the clinical tree then left click on the ‘Referral Wizard’ sub-menu
option, ap shown in the screen shot below.

¥ Systm Ine GP:
ppointmerts  Reporting  Audit Setup Links Clinical Tools  Workflow User System Help

B w B @8 O & &8 w &

= JZ=  PHOENIX PATIENT-TESTPATIENT,

Search, Task Discard Save Record Details Next Acute Appts Note Home Letter Lefter
IRy \NQUVvErBRIVDEFL™ > 10 i B @G G

Start @nsultation  Next Evert  Event Details  Pathology  Drawing  Auto-Consultation — Seftings
clinicdl | Administrative | Referrals
B3, Batient Home + | 'Referrals In  Referrals 0ut|

sjor Active Problems (5) - | 03585459 apl <44
InceActive Problens.(3), View |Referrals to elsewhere ¥ |V Sho

Inactive Problems
Created UBRN ¥ Referrey Referred To Type Details Last Updated | Flags
E ‘Summary & Family History (6)

0| ETP Details
E Summary Care Record

fopenreferrals | Show closed referrals

4@ Quick Glance

() Tabbed Journal

B read code Journal (a0)

3 ication

B Repeat Templates (8)

=] Prescription History (18)

B Sensitivities & Allergies (5)

& Vaccinations (5)

%5} Communications & Letters (18)

=b Referrals

£} New Referral €= Record Referral In
B= Record Sharing m‘
| Recalls (1)
1! Reminders (2) P New Referral Letter
S5 Cytology (2) @ Newv Choose and Book Referral
&) SystmOniine =% New Electronic Referral
> {23 Core QoF &) New e-Consutt Referral
3 Clinical 2 New Word Referral
> £ All Paediatric 3 Tres Configurstion
> 0 Path . Radiology L Cunionien T als out
[ search ~ |l o B8 2o o BIHE & o Bs o @0 28 &

3. Then ‘Select Referral Recipient’ dialogue box appears as shown below.

a. Left Click on ‘CCG Contacts’ tab

" Select Referral Recipient \ ﬂ
‘ Organisation Contacts | Trust Contacts | Searcrl CCo Cumactsl

‘CCG contacts are visible to all SystmOne units inyour CCG. Any changes or additions you make to the CCG contacts will affect other SystmOne users. ‘

Collapse All Export | Import
Caontact Type Address Telephao
iy Favouritas -
4 £ CCG Contacts B
5 Template or Address Book Help Qrganisation For reporting any Suggestions or Content ...
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¥ Select Referral Recipient

| Organisation Contacts | Trust Contacts | Search | CCG Contacts ||

‘CCG contacts are visible to all SystmOne units inyour CCG. Any chan

Collapse All

Contact
i}y Favourites . . .
4 €3 CCG Contacts b. Left click to select the speciality in

=3 Template or Address Book Help this case ’Dermatology’
>y 2WW I Oncology

> lEmergency and Urgent Referrals

» o Allergy

> Cardiology

5 . Carers Senices

>y CIS

5 . Communication & Language Senices

> Dentistry and Orthodontics
I > Bl Dermatology I

=l Nermatalnay

c. Left Click on White Triangle to expand the Dermatology tree (as shown in the shown in
the screenshot below)

© Dermatology

d. The ‘Dermatology’ folder will be expanded and it will list the appropriate services per
folder as shown in the screen shot below.

e. Navigate to the appropriate service by left clicking to expand the service selection
(folders) and then finally Left Click to highlight the appropriate service (in this example
we will pick ‘Dermatology Community e-RS (Dermatology NOS — DMC Clinic) ’. See
screen shot below.

¥ Select Referral Recipient —

| Organisation Contacts | Trust Contacts | Search | CCG Coplacts ||

‘CCG contacts are visible to all SystmOne units in your C%. Any changes or additions you make to the CCG contacts Please Note:

Collapse All
Contact
iy Favourites
4 £ CCG Contacts

| Allergy
Cardiology

, Carers Semwices

) CIs

; Communication

a4 = Dermatology

5 Template or Address Book Help
, 2WW I Oncalogy
. IEmergency and Urgent Referrals

(Dermatology / NOS — DMC Clinic)
in the S1 address book shows what
Speciality and Clinic Type you need
to select on the e-RS website.

& Language Services

. Dentistry and Orthodontics

I i Dermatology Community e-RS (Dermatalogy / NOS - DMC clinic) I

Pirtbmn e eliee

-3 Dematology e-RS NHS Hospital
5 Dermatology Private Referral
3 Minor Surgery Community e-RS (Dermatology | MOS - DMC clinic)
=y Tissue Viability Community - CLCH SPA (Electronic)
5 Dermatology Referrals (Email)
> . Diahetic Medicine

| Select I Cancel
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4. You will see the ‘Choose and book Referrals Options’ dialogue box below.
a. Left click to Select the Referring Clinician (if your name does not appear)
b. Set the appropriate referral priority either Routine or Urgent

Note: If it is a 2 Week Wait then you should select the 2ww option from the CCG address book as
per step 3b and not refer to the community service.

c. Click OK
I choose and Book Referral Options 1 x|
Referring clinician IW'LUS Tony (DN iw
Priority " Routine
" Urgent
" 2Week wait

gancel

5. The ‘Requesting UBRN from Spine’ dialogue box appears as shown below.

™ Requesting UBRN from Spine 5'

@ Please wait...

6. Then ‘New Choose and Book Referral’ dialogue box appears as shown below.

MNew Choose and Book Referral ﬁ

Other Details... |[Exactdate & time |~ | [Fritomov2017 [~ |[1924 | &F/X]| |

Changing the consultation date will affect all other data entered. To avoid this, cancel and press the Next' button  Hide Varning

Referrer  [WILLIS, Tony (D) - Configure
Recipient Title: First name Middle names Surname Address Book...

T Directory...
Recipient ID | 08¢c-CANDB-330 Qrganisation 1D ~

Organisation | Dermatology Community e-RS (Dermatalogy / MOS - DMC clinic), Dermatology

Read code R X |Referral to community dermatology service
Type Hospital -

D Re-referral Add choice and booking enhanced services Read code (¥aMJa) ¥ Advanced
Urgency Q Routine -

Referral summary

Create Task to Write Later Book Appointment Print Patient Handout Cancel

7. Left Click on ‘Book Appointment’ Button
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Referral summary

Write Mowy

Create Task to Wiite Later

Book Appointment

Prirt Patient Hancdout Cancel

8. A warning dialogue box appears as shown below. Left Click on OK.

F

Warning

=x=)

&

If an appaintment is booked on the Choose and Book website you must

make sure you save the patient record.

Ifyou do not save the patient record there will be no record of the UBRM that

has been used to book the appointment.

9. Internet Explorer browser will be launched with the following text displayed

Checking authentication; please wait...

If you are experiencing issues logging in, please click here for more information.

10. The message below will appear. Ensure you have the necessary clinical information to complete
the referral. Click ‘Yes’ to proceed.

Page 7 of 34
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11. The ‘Service Search Criteria’ screen will be displayed as shown below.

Help

e-Referral Service  Patient: : Date of birth:

Service Search Criteria - 0002 9149 4831

*Initial Referring Clinician/Organisation | El | i MEDICAL CENTRE
Search By
‘Request Type ‘Prior\ty
Referral E| Routine E|
— «Enter one or more of the following fields. Entering information in more than one row may reduce the services returned.
*Clinical Term @
* Specialty Clinic Type
*Named Clinician @

a. Populate the ‘Initial Referring Clinician/Organisation’ field. (if not already done so)

Service Search Criteria - 0002 9149 4831

*Initial Referring Clinician/Organisation E| [ MEDICAL CENTRE

b. The ‘Request Type’ and ‘Priority’ fields should be pre-populated as follows:

Search By
= Request Type * Priority
Referral E| Routine E|

¢. Using the drop down menus, select the appropriate ‘Specialty’ and ‘Clinic Type’ (in this

example ‘Dermatology and ‘Not Otherwise Specified’ are used respectively).

Specislty Clinic Type

Dermatology El Mot Otherwise Specified
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d. The ‘Service Search Criteria’ screen will be populated as shown below. Left click on
‘Search Primary Care’

\

- L] Bl \ & EIE—
e( . .@ https://munw.ebs.ners.nhs.uk/senice/sez O~ @ ¢ X || I8 e Referral 5% X - () Yy s

. W W -
File Edit View Favorites ZTools Help

Help  EAlerts {13) Proforences  Log Out

e-Referral Service Date of birth:

Service Search Criteria - 0002 9697 8728

”C"I:‘:Lx?f!r;ggmalmn WILLIS, TONY EI 1/ RICHFORD GATE MEDICAL CENTRE M
Search By

*Request Type * priority

Referal = Routine =

+Enter one or more of the following fields. Entering information in more than one row may reduce the services returned.

Clinioal Term @

Specialty Giinic Type

n

Dermaology [=] Not Othenwise Spesied =

Named Cinician @

Refine Your Search With

Distancs witnin mies of Postzode = wnz 08
Indicative Wait Time Less Than @ Days Il
Organisation or Sita Nama -]
Age 50 Gander Approprists Sanices
nly

Additional Options

 Cancer | 20 Asatorn reremere: | SRRRPSND

Search Primary Gare | Search Al

Release Info

12. The ‘Service Selection’ screen will display the results of the search, as shown below:

=S

g o i

-
[ /%6 ) https://nww.ebsners.nhs.uk/service/search/9990158401 O ~ @ O & ” I e-Referral Service x | ‘

File Edit View Favorites Tools Help

Help  [3Alerts (1)

Preferences  Log Out

e-Referral Service Patient: Gender: Date of birth: 3 3 NHS

Service Selection - 0003 0893 6954

¥ Service Search Criteria

Group By: | None Compare Services

v (Results returned: 4)

Ivll‘:g‘ﬁaﬁve Appointment le:ﬂlve Treatment
0 S Frstoupsient DG Community Demstoagy - Asvie Sugery 21 ars Ve P P DG COMMUNITY DERMATOLOGY & INOR OPS SERVICE - HAMMERSNITH & FULHAN - ASHVILLE
@ o Fistoupationt | DN Communiy Doy - Pasons Green Heath g Aty - o T B O TS 5 T T S5 R s SR SR
O 3 First outpatient DMC Community Dermatology Servics - Parkview Centre 5 Days Yes [i] DMC GOMMUNITY DERMATOLOGY & MINOR OPS SERVIGE - HAMMERSMITH & FULHAM
3 Triage Senvice DMC Community Minor Ops - Hammersmith & Fulham A NiA o i) DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM

Searn Gitoa | Appamtmen Scare | Retest

13. Select the appropriate Community service by ticking the Select box as shown above

Please Note: Making a referral is always the responsibility of the referring clinigfan, who with
the patient, should decide on the most clinically appropriate options for the reférral and onward
pathway.

2. How to Make a Direct Booking

Booking into the Community Dermatology Service

14. To make a direct booking click on ‘Appointment Search’ button on the Service Selection Screen.
As shown in previous screen shot above.
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15. You will see the ‘Review Referral Criteria’ Screen as shown below. Ensure the referral meets the
criteria by reviewing the exclusions, conditions treated and suggested investigations column. If
you require additional information (such as procedures performed, administrative requirements,
service notes and alternative services click on the hyperlink of the service name). Click on
Continue with selected services button.

Review Referral Crivsia

K that the following referrsl criteria mest the 3

Suggested Investigation

DMC Community Dermtology Service - « Patients with red flsgs / Suspected 2 Week Mgt be registerad with 8 GP in
i v .

HEF - Parsons Green Health Cent

Read More Read More

[ ock et st e | ot it et servies

a. The ‘Appointment Search’ screen will display as shown below for Dermatology Services.

[ e-Referral Service
Help  EAlerts (14)

e-Referral Service

| Appointment Search

Referral Information

Inital Referring Clinician: JAMAL, Zeba Cammissioni s HHS cce Inifial Referring Organisalion: MEDICAL CENTRE

Select Miles Appointment Type  Service Indicative Appointment Wait @

I 3 First outpatient

ves o ONC COMMUNITY DERWATOLOGY & WINOR OPS SERVICE - HAMMERSMITH & FULHAN

ookable serdces that you have selecled.

ity Dermatolagy - Parsons Green Health Cenire DME COMMUNITY DERMATOLOGY & WINOR OFS SERVICE - HAMMERSMITH & FULHAN

08:40 Mon 11-Dec-2017 ity Dermatolagy - Parsons Graen Health Cenire DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM

15140 Won 11-Dec-2017

ammuniy DErMatolagy - Parsons Green Healm Centre DMC COMMUNITY DERMATOLOGY & MINDR OPS SERVICE - HAMMERSMITH & FULHAM
16:00 Mon 11-Dec-2017 DMC Community Dermatalagy - Parsons Graen Health Centre DME COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM

16:20 Man 11-Dac-2017 DMC Community Dermatalagy - Parsons Graen Health Centra DMC COMMUNITY DERMATOLOGY & MINOR OFS SERVICE - HAMMERSMITH & FULHAM

Priority Routing Named Chnician: - Update Appolniments List

Available Appointments R 0y [ vieer | wonm

A

b. Please ensure that you make a booking by clicking on the appropriate ‘radio button’
according to patient’s choice of date and time of appointment.

¢. Once this is done, click on ‘Book’

Please Note: You must book an appointment rather than request it as the service will be unable to
process the request until the patient books the appointment themselves. The service cannot
download the referral letter until the appointment has been booked.
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El e-Referral Service ‘

Help  EAlerts (14) Preferences  Log Out

e-Referral Service Patient: Date of birth:

| Appointment Search

Referral Information

Initial Referring Clinician: JAMAL, Zeba Or tion: NHS ITH AND FULHAM CCG Initial Referring Organisation: MEDICAL CENTRE

¥ Selected Service(s) Filter

Indicative Appointment Wait @  Indicative Treatment Wait @  Directly Bookable ~ReferrerAlert  Link to NHS Choices = Location

3 First outpatient DMC Community Dermatology - Parsons Green Health Centre 24 Days Yes [i ] DWC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSHMITH & FULHAN

P Appointment Siot Filter

Priority: Routine Mamed Glinician: - Up ppoirit st

Available Appointments Diary View:

Select one of the following slots for the directly bookable senices that you have selected

Daszlect Appointment

Select Appointment Date/Time Service Name Location
11:20 Fri 24-Nov-2017 MG Community Dermatology - Parsons Green Health Centre DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVIGE - HAMMERSMITH & FULHAN 2]
09:40 Mon 11-Dec-2017 | DMIC Community Dermatology - Parsons Green Health Centre DWC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSHMITH & FULHAI =
15:40 Mon 11-Dec-2017 { DMC Community Dermatolagy - Parsons Green Health Centre DWC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSHMITH & FULHAN
16:00 Mon 11-Dec-2017 Lowe Community Dermatology - Parsons Green Health Centre DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSHMITH & FULHAN
16:20 Mon 11-Dec-2017 | DMC Community Dermatolagy - Parsons Green Health Centre DWC COMMUNITY DERMATOLOGY & MINOR OPS SERVIGE - HAMMERSMITH & FULHAN ~

Previous Appoiniments | Next Appointments
Senvice Selection | Deferto Provider | Request 800k

e-Refemal Service is waiting for a response from the hospital
Patient Administration System.

d. The ‘Check Patients Details’ dialog box will display as shown below, Left Click ‘OK’.

Please Note: If the patient’s details need to be changed, at this point you will
back into SystmOne and update their details there. This booking req
disregarded and you will need to start again.

eed to go
st will be

Check Patient Details

Please ensure that the patient's details are correct. Ifthey are not up to date, this may resultin
a delayto care. The patient needs to be aware that setting the Consentto Call Back to ‘Mo’
will prevent them from being contacted by telephone. If the patient's details are correct, click
"OK to continue. If not, click "Update Person'.

Patient Mame: HXTESTPATIENTAANL-TESTPATIENT, Ebs-donotuse (Ms)
Address: 15 Marylebone Road
London
NW1 51D
Caonsentto Call Yes
Telephone Mobile : 07803032170

16. Check the Appointment Details (for Dermatology services)

a. Click on ‘Submit’
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@\ e-Referral Service ‘ ‘ |

Help = Alerts (14)

e-Referral Service : Date of birth:

Appointment Details

UBRM 0002 9952 1403

Appointment Date/Time Mon 11-Dec-2017 16:20

Duration 20 minutes

Clinical Term -

Specialty Dermatology

Clinic Type Not Otherwise Specified

Allocated Clinician Kazmi, Ahmed

Service Name DMC Community Dermatelegy - Parsens Green Health Centre

Organisation Type Independent Sector Healthcare Provider HQ

Priority Routine

Appointment Instructions Community Dermatology - this referral will be triaged and the appointment may be cancelled if necessary
Referral Letter Outstanding. will add at a later time

Please Wait

e-Referral Service is waiting for a response from the hospital
Patient Administration System.

17. The ‘Appointment Summary’ Screen is shown.

] e-Referral Service |

Help S Alerts (14)

e-Referral Service Patient: Date of birth:

Appointment Summary - 0002 9952 1403

Appointment Details Appointment Details
- The patient's Consent to Call Back is defined as Yes. If the patient wants fo change the Consent fo Call Back, enter the change in Update Person
UBRN Created Date Fri 17-Nov-2017 17:17
UBRN 0002 9952 1403
Appointment Date/Time Mon 11-Dec-2017 16:20
Duration 20 minutes
Clinical Term -
Location DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM
Service Name DMC Community Dermatology - Parsons Green Health Centre
Organisation Type Independent Sector Healthcare Provider HQ
Specialty Dermatology
Clinic Type Not Otherwise Specified
Allocated Clinician KAZMI, Ahmed (Dr)
Priority Routine
Content Sensitive No
Appointment Instructions Community Dermatology - this referral will be triaged and the appointment may be cancelled if necessary
I / w Add Additional Requirements

/

18. Left Click on ‘Print’ to show further options.
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i. Click on ‘Appointment Request Summary with Password’ to print the appointment
summary fwith a Password. This is needed for a patient to ring the telephone
Appointments Line (TAL) or on the website to book or modify their appointment as
required. |This is the required option and should be used in all cases unless specified
by the patfient.

Appointment Request Summary

Appointment Request Summary with Password

:| Update Person | Add Additional Requirements_ Add Referral Letter | Compare Services

ii. Click on Close.

m Update Person | Add Additional Requirements | Add Referral Letter

i

Compare Services Close

iii. The Patient Search Screen is displayed. Click on ‘Log Out’ to end the NHS e-Referral
part of the process.

Please Note: Ensure that ‘Close’ is clicked before ‘Log Out’ otherwise the referral booking will not be
saved and the process will need to be done again within SystmOne.

Help refe ces Log Qut

e-Referral Service NHS

Patient Worklists Directory of Services

Search By @ NHS Number @ UBRN & Demographics

M Number 1 1]

Clear | S2aren

19. You may now close your browser

okt

20. The patient will at this point have their details on a printout.

21. To ‘Write the Referral Letter’ go to 4 section page 22.
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3.

Logon on to SystmOne TPP (if not done so already)

How to refer into a Referral Assessment Service (RAS) Service

22. Open the patient’s record and complete their consultation. Within the open patient record Right

click on ‘Referrals’ in the clinical tree then left click on the ‘Referral Wizard’ sub-menu option,

as

shown i
=18
Workflow User System Help
q % ' H O @ é &‘;‘ Q Z’@E PHOENIX PATIENT-TESTPATIENT,
Search Task Discard Save Record Details Next Acute Appts Note Home Letter Letter
#r QU v BRTB 0™ i -
Start Qdnsuttation ~ Next Event  Evert Details  Pathology — Drawing — Auto-Consultation — Seftings
Clinicdl | Adminisirative | Referrals
8, Patiert Home 4 | |[Referrals In Referrals Outl
> 8 Brejor active Problems (5) -"B@‘ﬁ g'v_l'g‘ ami| 44
F7Jpinor Active Problems (3) View lm ¥ shoyffopen referrals |~ Show closed referrals
oo Crested | UBRN T Referre, Referred To Type | Details Last Updated | Flags
E Summary & Family History (6) z
=0 ETP Details
E Summary Care Record
4 Quick Glance
() Tabbed Journal
BT read code Journal (30)
B Medication
I8 Repest Templates (3)
=] Prescription History (18)
B, Sensttivities & Allergies (5)
& Vaccinations (5)
%7 Communications & Letters (18)
£B New Referral <= Record Referral In
8BS Record Sharing 'm
| Recalls (1)
11 Reminders (2) {2 New Referral Letter
=5, Cytology (2) @ New Choose and Book Referral
) Systmoniine % New Electronic Referral
> E3 Core GoF &, New e-Cansut Referral
A Clinical va Mew Word Referral
# Tree Configuration i
& Customise Tree P
= > [0 o 81 2o o lE |G o Es o @0 28 &

23. Then ‘Select Referral Recipient’ dialogue box appears as shown below.
a. Left Click on ‘CCG Contacts’ tab

" Select Referral Recipient

| Organisation Contacts | Trustcomactsl Searcrl CCG CUHiaCtSI

‘CCG contacts are visible to all SystmOne units in your CCG. Any changes or additions you make to the CCG contacts will affect other SystmOne users.

Collapse Al Export || Import

Contact Type Address

iy Favouritas
4 £% CCG Contacts

3 Template or Address Book Help Forreporing any Suggestions or Content ...

Qrganisation
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¥ Select Referral Recipient

| Organisation Contacts | Trust Contacts | Search | CCG Contacts ||

‘CCG contacts are visible to all SystmOne units inyour CCG. Any chan

Collapse All

Contact
i}y Favourites
4 £ CCG Contacts
=y Template or Address Book Help
; 2WW I Oncology
> 1Emergency and Urgent Referrals
| Allergy
. Cardiology

b. Left click to select the speciality in
this case ‘Dermatology’

. Carers Senices

, CIS

. Communication & Language Senices
. Dentistry and Orthodontics

< Dermatology I
=l Nermatalnay

I

c. Left Click on White Triangle to expand the Dermatology tree (as shown in the shown in
the screenshot below)

= Dermatology

d. The ‘Dermatology’ folder will be expanded and it will list the appropriate services per
folder as shown in the screen shot below.

e. Navigate to the appropriate service by left clicking to expand the service selection
(folders) and then finally Left Click to highlight the appropriate service (in this example
we will pick ‘Minor Surgery Community e-RS (Dermatology NOS — DMC Clinic) ’. See
screen shot below.

¥ Select Referral Recipient @
Organisation Contacts | Trust Contacts | Searcn| CCG Contacts /
CCG contacts are visible to all SystmOna units in your CCG. Any changes nraddllmjﬂu make o the CCG contacts will affsct other SystmOne users ‘
Please Note:
Contact Type Address
1}y Favourites

4 £ CCO Contacts
| 2WW1 Oncology
Allergy
Cardiology

| Carers Senices
|cis

4 [ Dermatology

£y Template or Address Book Help

. | Emergency and Urgant Refarrals

Communication & Language Senices
Dentistry and Orthodontics

Organisation
Department
Department
Department
Department

For reporting an

in the S1 address book shows what
Speciality and Clinic Type you need
to select on the e-RS website to
book onto the Community Minor
Surgery Clinic.

A / (Dermatology / NOS — DMC Clinic)

Department
Department
Department

&0 ¢

3 Dermatology e-RS NHS Hospital
{4 Dermatology Private Referral

e-RS (D JNOS - DMC clinic)

Department  &-RS
Organisation
Organisation

Elelarl Cara

Dermatology Referrals (Email) Department
\ | =3 Minor Surgery Community &-RS (Dermatolagy / HOS - DMC clinic) | Department RS
4 Tissue Viability Community - CLCH SPA (Electronic) Department CLCH Adults SF
Diabetic Medicine Department
Diagnostic Imaging Department
| Diagnostic Physiological Measurement Department
Ear, Nose & Throat Department

Nanartmant

[1I} 3

I Select I Cancel

b. Left Click on the Select button

24. You will see the ‘Choose and book Referrals Options’ dialogue box below.
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Note: If it is a 2 Week Wait then you should select the 2ww option from the CCG address book
as per step 3b and not refer to the community service.

c. Click OK
» Choose and Book Referral Options B 5]
Referring clinician |,WILLIS Tony (DN iw
Priority " Routine
" Urgent
' 2Week wait

gancel

25. The ‘Requesting UBRN from Spine’ dialogue box appears as shown below.

™ Requesting UBRN from Spine 5'

@ Flease wait...

26. Then ‘New Choose and Book Referral’ dialogue box appears as shown below.

a. [ As this is a Minor Surgery Referral the Readcode will be Referral to ‘Community
Dermatology Service’

New Choose and Book Referral % S ﬂ

Other Details... |[Exactdate &time|~ | Wed 27 un2018 [~ |[11:15 | 4/ X |

Changing the consultation date will affact all other data entered. To avoid this, cancel and press the ™Next bURON  Hide Warring

Referrer WILLIS, Tony (Dr) - Configure
Recipient Title First name Middle names Surname Address Book

v Directory..
Recipiert ID | 08c-CANDB-500 Crganisation 1D~

Organisation | Minor Surgery Community e-RS (Dermatology/ MOS - DMC clinic), Dermatology

Read code R X | Referral to community dermatology service
Type Hospital -
D Re-referral Add choice and hooking enhanced services Read code (XaMJa) * Advanced
Reason for referral Q, &~
Service hd
Urgency Q, Routine hd

Referral summary

Create Task to Write Later Book Appointment Print Patient Hanclout Cancel

27. Left Click on ‘Book Appointment’ Button
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Referral summary

Write Mowy

Create Task to Wiite Later

Book Appointment

Prirt Patient Hancdout Cancel

28. A warning dialogue box appears as shown below. Left Click on OK.

F

Warning

=x=)

&

If an appaintment is booked on the Choose and Book website you must

make sure you save the patient record.

Ifyou do not save the patient record there will be no record of the UBRM that

has been used to book the appointment.

29. Internet Explorer browser will be launched with the following text displayed

Checking authentication; please wait...

If you are experiencing issues logging in, please click here for more information.

30. The message below will appear. Ensure you have the necessary clinical information to complete
the referral. Click ‘Yes’ to proceed.

Page 17 of 34
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31. The ‘Service Search Criteria’ screen will be displayed as shown below.

Help

e-Referral Service  Patient: : Date of birth:

Service Search Criteria - 0002 9149 4831

*Initial Referring Clinician/Organisation | El | i MEDICAL CENTRE
Search By
‘Request Type ‘Prior\ty
Referral E| Routine E|
— «Enter one or more of the following fields. Entering information in more than one row may reduce the services returned.
*Clinical Term @
* Specialty Clinic Type
*Named Clinician @

a. Populate the ‘Initial Referring Clinician/Organisation’ field. (if not already done so)

Service Search Criteria - 0002 9149 4831

*Initial Referring Clinician/Organisation E| [ MEDICAL CENTRE

b. The ‘Request Type’ and ‘Priority’ fields should be pre-populated as follows:

Search By
= Request Type * Priority
Referral E| Routine E|

¢. Using the drop down menus, select the appropriate ‘Specialty’ and ‘Clinic Type’ (For the

Minor Surgery Service ‘Dermatology and ‘Not Otherwise Specified’ are used
respectively).

Specislty Clinic Type

Dermatology El Mot Otherwise Specified
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d. The ‘Service Search Criteria’ screen will be populated as shown below. Left click on
‘Search Primary Care’

\

- L ) \ - EIE—
e( .‘l@ https://nww.ebs.ncrs.nhs.uk/service/ses O @ & X ” B e-Referral 5% x - . w5

. W W -
File Edit View Favorites ZTools Help

Help  EAlerts {13) Proforences  Log Out

e-Referral Service Patient: Date of birth:

Service Search Criteria - 0002 9697 8728

* initisl Referting WILLIS, TONY =1 /RICHFORD GATE MEDICAL CENTRE M
Clinician/Orgsnisation
Search By
*Reauest Type * priorty
Referral = Routine =
+Enter one or more of the following fields. Entering information in more than one row may reduce the services returned.
Clinioal Term @
Specialty Giinic Type
Dermaology [=] Not Othenwise Spesied =

Named Cinician @

Refine Your Search With

Distancs witnin mies of Postzode = wnz 08
Indicative Wait Time Less Than @ Days Il
Organisation or Sita Nama -]
Age 50 Gander Approprists Sanices
nly

Additional Options

[ Coro | s o reremerts | SHIRHIYSHGHEY cearorPrmar care | coaron o1

Release Info

Booking into the Community Minor Surgery Service

32. The ‘Service Selection’ screen will display the results of the search, as shown below:

@@)‘1@] https;//nww.ebs.ncrs.nhs.uk/service/search/9990158401 O ~ @ © & ” 1) e-Referral Service x ‘ ‘
\ N/

File Edit View Favorites Tools Help

Help  E3Alerts (1) Log Out

Patient: Date of birth: 3 NH S

e-Referral Service

Service Selection - 0003 0893 6954
P Senvice Search Criteria

 (Results returned: 4)

Indicative Appointment Indicative Treatment
Wait © ‘Wait @
&) s Fistoupotiont DO Gommunity Demstoagy - Ashil Sugery 21 ars Yes ) ) DMC COMMUNITY DERMATOLOGY & MINOR OFS SERVICE - HAMMER SHITH & FULHAM - ASFVILLE
0 3 Fistoptint | QMO Communty Dematocgy - Parsons Green Heath | ynac sttty Yes ) DMC COMMUNITY DERMATOLOGY & MINOR 0P SERVICE - HAMMER SUITH & FULHAM
O 3 Fist outpatient DMC Community Dermatology Service - P e SDays Yes o DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM
Send for Triage: 3 Triage Senvice DMC Community Minor Ops - Hammersmith & Fulhem A A (i) [i) DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM
N

T e e

33.\To make a Referral Assessment Service (RAS) booking for the Minor Surgery Clinic left click on

Send for Triage

‘Send for Triage’ button
As shown above.

on the select column within the Service Selection Screen.

Please note: Making a referral is always the responsibility of the referring clinician, who with

the patient, should decide on the most clinically appropriate options for the referral and onward
pathway.
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34. You will see the ‘Review Referral Criteria’ Screen for Minor Surgery service as shown below.
Ensure the referral meets the criteria by reviewing the exclusions, conditions treated and
suggested investigations column. If you require additional information (such as procedures
performed, administrative requirements, service notes and alternative services click on the
hyperlink of the service name). Otherwise click on Continue with selected services button.

L )z mps//nm-v.ens.m;nhsu&ewice/searm/eml38401 O-a00 H I e-Referral Senvice x ‘- L ~

File Edit View Favorites Tools Help

Review Referral Criteria

Please check that the following refemicriteria mest the requirements of your patient. If not de-select the senvice.

Conditions Treated Suggest: 1 Investigation

[l DMC Community Minor Ops - Hammersmith & Fulham  Please altach rferalefer ai the time ofreferting Surgeey Procedures: Most of the ol

Minor rocedures lowing
conditions would be expested to be freated in Primary
Car ‘ q

Read More

e-Referral Service is waiting for a response from the hospital
Patient Administration System.

a. The ‘Check Patients Details’ dialog box will display as shown below, Left Click ‘OK’.

Please Note: If the patient’s details need to be changed, at this point you will
back into SystmOne and update their details there. This booking req
disregarded and you will need to start again.

eed to go
st will be

Check Patient Details

Please ensure that the patient's details are correct. [fthey are not up to date, this may resultin
a delayto care. The patient needs to be aware that setting the Consentto Call Back to "No'
will preventthem from being contacted by telephone. If the patient's details are correct, click
"OK to continue. If not, click ‘Update Person'.

Patient Mame: HXTESTPATIENTAANL-TESTPATIENT, Ebs-donotuse (Ms)
Address: 15 Marylebone Road
London
NW1 51D
Consentto Call Yes
Back:
Telephone Mobile : 07803032170
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35. For Minor Surgery services the following screen is displayed below.
a. Click on ‘Submit’

b. The request will go to the DMC service who will process this triage request with 3
working/days and will contact the patient and offer them an appointment within 4

ebs.ncrs.nhs.uk/service/search,/9990158401 p A a ® O‘ @ e-Referral Service

Help
Help E4 Alerts (1)

e-Referral Service

Triage Request De tails — 0003 0893 6954
Check These Defails Before You Submit

UBRM 0003 0693 6954

Clinical Term -

Specialty Dematology

Clinic Type Not Otherwise Specified

Priority Routine

Service Name DMC Community Minor Ops - Hammersmith & Fulham

Location DMC COMMUNITY DERMATOLOGY & MINOR OFP 5 SERVICE - HAMMERSMITH & FULHAM

Please Wait

e-Referral Service is waiting for a response from the hospital
Patient Administration System.

36. The ‘Appointment Summary’ Screen is shown.

.
< "415 hittps: /v ebsnrs.nhs.uk/sery

File Edit View Favorites Tools Help

01 O+ 8O G| & e-Referral service < Y kAL

A Alerts (1)

e-Referral Service

Triage Request Summary - 0003 0975 0351

Triage Request Details Triage Request Details

O The triage request has been successfully submitted

The patients Consent to Cat Back s defined as Yes. If the patient wants to change the Consent fo Cal Back. enter the change in Update Person
UBRN Created Date Wed 27.Jun-2018 11:30

UBRN 0003 0975 0351

Clinical Temn

Speciaty Dermatology

Clinic Type Not Otherwise Specified

Priority Routine

Content Sensitive No

Service Name. DMC Community Minor Ops - Hammersmith & Fulham

Locaton DMC COMMUNITY DERMATOLOGY & MINOR OPS SERVICE - HAMMERSMITH & FULHAM

| €  Conkai retarral information (e g- Refermad Letter) must be added for the triage fo take place.

37. Left Click on ‘Close.
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Please Note: Ensure that ‘Close’ is clicked before ‘Log Out’ otherwise the referral booking will not be
saved and the process will need to be done again within SystmOne.

38. Click on Logout —__

Help Log Out

e-Referral Service NHS

Patient Worklists Directory of Services

Search By @ NHS Number @ UBRN ) Demographics

NHS Number 1 1]

Clear | S2aren

39. Click on m to close the browser

. ARG

40. The patient will be contacted directly by the Minor Surgery Service and offered an appointment
within 4 weeks.

41. To ‘Write the Referral Letter’ go to next section.

4. How to Write a Referral Letter

42. The appointment booking process has been completed. After this the SystmOne screen will be
displayed as shown below, to complete the letter.

a. Click on ‘Write Now’ button to write the referral letter now.

r
New Choose and Book Referral u
Other Detalls... [Exactdats &time v | Fritonov2017  [v|[10:24 | |[&FX|| |
Changing the consultation date will affect all other data entered. To avoid this, cancel and prass the Next' button  Hide warning
Referrer \WILLIS, Tony {Dr) hd Caonfigure
Recipient Title First name Middle names Surname Address Book...
h Directory..
RecipientID | 08c-CANDB-330 Organisation D =
[ Organisation | Dermatology Community e-RS (Dermatology / NOS - DMC clinic), Dermatalogy
£
Read code R > |Referral to community dermatology service
il |Tvee Hospital B
D Re-referral Add choice and booking enhanced services Read code (XaMJa) ¥ Advanced
Urgency , Routine -
Referral summary
Write. Now Create Task to Write Later Book Appaintment Print Patient Handout Cancel

Page 22 of 34



NHS

North West London Collaboration of
Clinical Commissioning Groups

43. The ‘NHS e-Referral’ screen is displayed as shown below.
a. Click on ‘Letter’ button

" Choose and Book Referral =] ]
XXTESTPATIENTAANL-TESTPATIENT, Ebs-Donotuse (Ms) 04 =
May 1939 (75v) F

Eook Appointment Print Patient Handout Print Reterral Apply Template Clfo Npfit Test Data Mor, Princes Exchange, Princes Sguare,
Leeds L51 4HY

Cancel Save for Future Editing Send Final Yersion Amend Details

Type the narrative of your referral here. You can also copy and paste tems from the patient record into this box. The text entered here will be displayed inthe Problem being referred' tab on the Choose
and Book web site.

Entries Mot Sending Entries to Send

4 | Disgnoses (Summary)
+ Last Year

L

| Procedures s Date T Erttry
- Condtions i -
4 || Medication (Repesats)
+ Last 3 months *
4 7| Currert medication *
+ Current lzsues
* Last 3months L
2 Allergies o

4 3 " Show &Il % Show for Selected Category

lick Here to Restore /

Aftachments

Drarnving @ Attachment D Form & View ‘2 File Template 2J Questionnaire h Remove Attachment Q Wieww Attachment

Attachment Type Size Mumbet Of Attachments

Mo attachments added

44. The ‘Attach Letter’ dialogue box is displayed

a. Click on ‘New’ button

¥ Attach Letter x|
Date T Type Sender Recipient Final %ersion
- The selected lefter cannot be previewed ir
SystmOne
Wigw in Windoars
-
1 Letter

45. The ‘Select Sender and Recipient Type’ Dialogue box is displayed
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a. Click on the relevant radio button. In the example below the options chosen are:
i. Sender - Patients usual GP (or Me if you are the GP)
ii. Recipient— An entry in the address book

iii. Click on ‘OK’

Select Sender & Recipient Type ll

Sender Recipient

 an entry in the address book 4 tesctual recipient

oA SystmOne user |(:' An entry inthe address book
' The patient & SystmOne user

= This organisation ' The patient

 Patient's registered GP  This organization

= & textual sender ™ Patiert's redistered GP

£ pext of kin £ Next of kin

" Patient's usual GP

' Relationship " Relationship
 Me  Me
{~ Referrer Save az Default ' Referrer Save az Default

Please Note: The above options can be saved by clicking on the ‘Save as Default’ button.

46. The Select Recipient dialogue box is displayed. The example below shows Community
Dermatology is selected.

a. Click on the ‘Select’ button.

¥ Select Referral Recipient @
‘ Organisation Contacts | TrustCuma:Isl Seavch! cce CﬂﬂlﬂmS!
‘CCG contacts are visible to all SystmOne units in your CCG. Any changes or additions you make to the CCG contacts will affect other SystmQOne users. ‘
Colapse All Export | Impart
Contact Type Address
1) Favourites -
4 €5 CCG Contacts
3 Template or Address Book Help Qarganisation For reporting an|
2WW i Oncology Department
1Emergency and Urgent Referrals Department L
Allergy Department 3
Cardiology Department
Carers Services Qrganisation
CI8 Department L4
Communication & Language Services Department
Dentistry and Orthodontics Department
4 | Dermatology Department
| | 5 Dermatology Community e-RS (Dermatology | NOS - DMC clinic) | Department e-RS
‘3 Dermatology e-RS NHS Hospital Qrganisation
3 Dermatology Private Refarral Qrganisation
Dermatology Referrals (Email) Department
=y Minor Surgery Community e-R3 (Dermatology / MOS - DMC clinic) Department e-R§
3 Tissue Viability Community - CLCH SPA (Electronic) Department CLCH Adults 5F
Diabetic Medicine Department
Diagnostic Imaging Department
Diagnostic Physiological Measurement Department
Ear, Nose & Throat Department
Elderty Ciare Nenarment i
< ] »
| Select | Cancel

47. The ‘New Letter’ dialogue box is displayed

a. Check ‘Recipient’ and ‘Sender’ details are correct
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b. Click on ‘Letter Type’ drop down menu ™ and select ‘Choose and Book Referral’.

i. Click on ‘Save as Default’ button. To keep this option for future referrals.

c. Click on ‘MS Word’ radio button.

d. Click on ‘Choose Template’ button

-

¥ New Letter

=)

Other Details... |Exactdate &time = | Fri10Nov 2017

~|1a3s | X

Changing the consultation date will affect all ather data entered. To avaid this, cancel and press the Mext button  ride warning

Recipient

hame =

Organisation | Dermatology Community e-RS (Dermatology / NOS - DMC elinic), Dermatalogy

House name e-RS

Road

Laocality

Town

County

Postcods Find
Sender

Mame Dr * || Tony

Organisation |Richford Gate Medical Practice

Housz name Richford Gate Medical Practice

Address Book..
Directory
Telephone

Fax

Map

willis]

Address Book

Road Richford Gate Directory...

Locality Richford Street Telephone | 020 846 6655

o Lendon Fax 020 5345 7538

County

Postcode WE THY Find Map

Writing

Editor SystmOne

Template Choose Template... | XX

Lettertype  Ch Choose And Book Referral I ~ | Save as Defautt
Write Now Create Task to Write Later Cancel

i

48. The ‘Choose a Letter’ dialogue box is displayed as shown below.

a. Expand ‘HAFCCG Referral Templates folder |4

b. Expand ‘Dermatology folder

-~ HAFCCG Referral Templates

4 | | Dermatalogy

c. Select ‘Dermatology Minor Surgery Community e-RS Referral’ letter template as

highlighted below.

d. Click ‘OK’.

¥ Choose a Letter Template

Browse | Gaarch | Favournes

admn
Bicabol lefers
Ashford s St Petees
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49. The ‘New Letter Template’ dialogue box will be displayed again (as shown in point 27).

a. Click on the ‘Write Now’ button at the bottom of the screen.

Wiriting

Ediitor SystmOne (@) MS Word

Template X ||Dermatalogy Minor Surgery Community e-RS referral

Letter type Ol Choose And Book Refarral T | | Save as Defautt

Wirite Mow Create Task to Write Later Cancel

b. A ‘SystmOne’ dialogue box with ‘Loading Word...” will be displayed.
x|

@ Loading Word...

50. An MS Word document will open as displayed below.

a. Edit referral letter as required.

b. Click on ‘Save Final Version’ button. Save Final

Version

Richford Gate Medical Practice
Richford Gate Medical Practice

Richford Gate
Richford Street
London
W6 7HY
Practice Code:E85016
Tel: 020 8846 6655
Email:
10 Nov 2017
Dermatology Community e-RS (Dermatology / NOS - DMC clinic), Dermatology
eRS
Dear Consultant Dermatologist,
Re: Ms Ebs-Donot < F NHS: 999 016 8401 DOB: 04 May 1939
Address: 15 Marylebone Road_London NW15JD
Home Tel: Mobile No: 07803 032170
Referral priority 2WW Urgent [ Routine ] | Ethnicity
Referral type Dermatology ] Minor Surgery ] | Main Language language not specified
Is patient a wheelchair user? | Yes [ No [0] English spoken ves [T] No [0
Transportto be arranged by | Patient [I] Provider [I] Referrer[T] | Translator required | Yes (1] No (5] =z
Preferred choice of provider | Provider A Safeguarding ves K N .
issues Details:
Pagei1of5 | Wordsi911 | <D W33 5 0w

Attach a SystmOne Referral Letter

51. The ‘Attach Letter’ dialogue box will be displayed again the new referral letter will be highlighted
in blue as shown below.

a. Click on the ‘Attach’ button.
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¥ Attach Letter —

S Feceert P versen

T Ganeay meaka rracs 2 0 LSNTIES AERBISAN 1952 AMT »| Thessieciad ieter cannot ba praviewsd in
13 Moy 2015 1535 oy The Darway Medical Fracics Sysmone
26 Nov 2015 1553 Adminisaben onuse.

08 Dec 2015 2241 Dt burss Tha Garwar Mo
08 Doc 20153241 MRI The Darwar e
0405 20161712 Leterto Paterts The Garway M

Pradite R
Pracice M3 Ebs Donotuse Xesspatientaan Tesabent | Mewnweow

14 Jon 2016 1713 Lotlrto Patans Tha Garway Ms Ms Evs Donohuss aestpationtaant TasiPal

17 May 2016 0955 PaveNIMMaDon The Darway Medical Fractics M3 E05-Danhiss XESDAENAN-ToPabisnt
{19 M3y 20181700 Paentinformation The Garway e M3 Ebs Donotuss ¥essmpatientaan Tess
18 May 2018 17.04 Pationtinformation Tha Garway Ms i Ms Ebs Danokuss ssipatisntaant TesPal

frauay201s 1704 paventinmarmaten The Darwar e s M3 E05-Dnhiss XESDRENRN-TsPabisnt
20M3y 2016 1058 Patentinformaton Te Garway e cics M3 Ebs Donotuss ¥essmpatientaan Test

2014 1058 Pationiinformation Tha Garway Msdical Fraclis Ms Ebs Donokuss dssipationtaant Tes:Patien

58 x ansat

Batieniinfarabon The Garway Medical Practice. Ms Ev Donhuss cespatisniaant TesPatiend

Eatntintamaen T Garway e IS — T pe—

Patientinformation Th Oarway Medical Fraclics Ms Evs Donokuss dssipatisniaant TesiPaticet

Batientinfarnabon The Garway Medical Practice. Ms Eb Donhuse Xespatisniaant TestPaient

Eatntintamanan Tha Garway e
Ophialmalogy The Darway e
Patientinformatien The Garwear e

M3 ED5.DanoNEs XS RDIS AN TR A
Fradite com ophin
Bradice Ms Ebe Danghuss esmatisntaanh TesPatiend

opmmaimatagy Tne Garway s e
Patientinformation The Darwar Medical racics
Eaentinfornaton The Garwar M clc
Eanantimormaton The Garwar s encs
Onnalmalogy The Garway e e
Eatentinfomnaton The Garwar M clice L
aaminizvaton The Garwar s enes =
7 Adminisvalion The Garway e e
Adminiskaben The Garwar M clice
Results The Garway s enes e
Results The Garway Medial Pracice spatenlaant TesPation

Ratarral Enaserncl

100 201515
1800 20181500

Richiard Gatis Modical Pracisa
2804 0181308 Rel e e

{Chuass a0 B00K), Endceinology

2603 2017 1234 Accisent & Emy (Ghease and Bock), ar Gartiolog
18 Mar 2017 1443 Admin Latir Zoka Jamal Rictlond Gals Madlcal Fracics s Eos-Donaiuss Xessipatianiaant TestPatisnt

D504 20171305 Retens e e Carciolagy

20 820 2017 Dermatology

28 6ep 2017 1409 Chuosa And Book Risferral _ Richford Gt THOS - DN chrkc) 2 ¥ial

110 Mo 2017 1533 D Tony Wilks, Pracice cinic), Desmatalogy ad
2L

52. The ‘Choose and Book Referral’ screen is displayed.

a. Click on ‘Send Final Version’

XXTESTPATIENTAANL-TESTPATIENT, Ebs Danotuse (Ms) 04

Cancel | Save for Fusure Ectng bl s
15 Manfebone Road. London NW1 5D
Moile (preferred). 07803 032170
999 0158401 Test Pabent, Fountain Pharmacy
4 L] Dagnoses (Summary) - ]
+ Last Year Entries Not Sending Entries to Send
L Procecures. - Date ¥ Entry
£ conations (u} -
4 | Medcaton (Repeats)
Last 3 mortns -
+ F) urrent madcation ®
Curet ssues
Lost 3 merths -
L] Asergies
£ Orug sensinmes
4 (1] Akconol consupton
Latest Rocorand
4 1 smokng naze - X -
« i ) Sraw A1 (@) Snow for Selected Category
Aftachments
Borewng B anscrment | Fom ®view rte § i B rompiote| 3 Questionnare R Remove Amactmert @, View Attachmert
Azschmert Type Sae farmter Of Atischmerts
10 Nov 2017 R Y dac 264K8 1.

1 Atachment. 264 K8 15 ME

53. The ‘Choose and book Referral’ dialogue box will be displayed

a. Clickon ‘Yes’

hoose and Book Referral

You hawve not entered any referral narrative. Are you sure you want to send
this referral on patient save?
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54. The ‘information’ dialogue box will be displayed

a. Clickon ‘OK’

x

This wersion of the referral will be sentwhen you save the patient. You can
edit and send a new version of the referral in the future if required.

oK

55. The ‘Referrals’ screen will be displayed in SystmOne

a. Click on ‘Save’ to save the patients record and the referral will be sent.

" GystmOne GP: Medical Centre - Patient Record | =101 x|

Patient  Appointments Reporting Audt Setup Links Clinical Tools  Workflow User System Help

=l 5
e ) 3 May 1939 (75y) F =
Q ]—_'l . H @ O @ G & Q ‘ More  Cfo Npfit Test Data Mgr, Princes Exchange, Princes Square,
Search Task Discard Save Record Detai Nexdt Act Appts Note Home Leeds LS1 4HY
v -
QDP‘\@U/L@.B. nu M\ﬁ@é
999 015 8401 Test Patient >
Start Consultation ~ Next Event  Event Details  Pathology Drawing  Auto-Consultation — Settings 8
Clinical | Administrative | ' Referrals
B Fatient Home ~ | [Referralsin Referrals out|
4 ' -+ pBASKE Q| s+42B
z View |Rererralsta elsewhere ¥ [V Show openreferrals |~ Show closed referrals
T b "F . ' Created UBRN ¥ Referrer Referred To Type Details Last Updated | Flags
Summary & Family History
D Hospital  Referral te L service (XaX: -
BSU"WY Care Record 15 Aug 2014 000255608676 WILLIS, Tony (Or) cen"r:;‘:::zy&ﬁs o Routine gy @
(Dermatology / Watting For Information
@ Quick Glance NOS - DMC
clinic), z-trial
(3 Tabbed Journal
£7 Communications & Letters (2)
=b Referrals 1
A Clinical
N All Paediatric - v

4 I » 3 Referrals out

[search featwes “/[Wioe 106 Be o |Bolo Booo RMooo ©8Q £ 1549

(253

Monitoring your e-RS Worklists

56. Admin Staff will need to monitor the worklists on e-RS to ensure any rejected referral are dealt
with:

c. Ensure you have logged on with your smartcard

b
"
d. Using internet explorer go to the following website address:

i. https://nww.ebs.ncrs.nhs.uk/

ii. You will see the following screen:
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File Edit View Favorites Tools Help

Checking authentication; please wait...

If you are experiencing issues logging in, please click here for more information.

iii. If you have only one role on your smartcard please go to step vi below.

If you have more than one role on your smart card it will ask you to choose the
correct site and role. A role selection screen will be shown as below:

e-Referral Service

Role Selection

Role =] |

iv. Select the correct role (the practice you are working for)

| e-Referral Service

e-Referral Service

Role Selection

Role El
MEDICAL CENTRE/REFERRING CLINICIAN ADMIN

v. Click ok

Q https://nww.ebs.ncrs.nhs.uk/authentica
File Edit View Favorites Tools Help

| e-Referral Service

Help

e-Referral Service

Role Selection

Role MEDICAL CENTRE/REFERRING CLINICIAN ADMIN
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vi. The following role selection screen will be shown. See below:

@' https:;//nww.ebs.ncrs.nhs.uk/main

O~ &0 X|[ @ ereferrai semice  x u

Eile Edit View Favorites Tools Help

Help [ Alerts (0) references  Log Out

e-Referral Service NHS

Patient | Worklists | Directory of Services | Enquiies | Reports | Alerts

Search By @ NHS Number © UBRN © Demographics

C\ear 'suamh

Note: If you do not have multiple roles on your smartcard you will be taken to the e-referral service
screen above after logging on to the website https://nww.ebs.ncrs.nhs.uk/

Checking Triage Status for Minor Surgery Service (Appropriate Service)

57. Click on the Worklists tab

File Edit |\ View Favorites Tools Help

Help EA Alixris (D)

e-Referr»l Service

Patient Worklists Directory of Services Enquiries Reports Alerts
Search By @ NHS Number © UBRN
NHS Number | | | | | | |

58. Choose the Awaiting Booking / Acceptance option from the Worklist Type menu.

.
O@?‘]g\ https://nww.ebs.ncrs.nhs.uk/main o-ae 9” I e-Referral Service X‘ ‘

File Edit View Favorites Tools Help

Help B3 Alerts (1) Preferences  Log Out

e-Referral Service NHS

Patient | Workiists | Directory of Services  Enquiries | Reports | Alerts

Workiist Type Awaiting Booking / Acceptance v] ‘ No Results Found. Last Refresh 27-Jun-2015 11:43. Click ‘Refresh’ to load resuits. Set as Default | Enable Aulo Load
R e [ =

=

59. Click on Refresh button.

(| nttps;//nww.ebs.ncrs.nhs.uk/main = e-Referral Service

View Favorites Tools Help
Help & Alerts (1)
e-Referral Service
Paient | Worklists | Directory of Services | Enguiries | Reports | Alerts

Worldist Type Awaiting Booking / Acceptance \ 1 Result Found. Last Refresh 27-Jun-2018 11:46. Click ‘Refreah to load results. ‘Set es Defaut || Engble Ao Load:
[ Reterer [ LS. Tomy (1) =] Lt

Patient Name Clinical Context Clinician Referral Status

\TIENTAANL-TESTPATIENT,

JOTESTRA 5
ooo3oe7sosst  RXTESTEATIENTS Routine 27-Jun-2018 DermatologyMNot Otherwise Specified - NM/ Awaiting Triage 27-un-2018

60. This shows the status of the referral is Awaitingriage./
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Checking Triage Status for Minor Surgery Service (Inappropriate service)

61. Click on the Worklists tab

File Edit Vidw Favorites Tools Help

Help = Alerts ()

e-Referral ‘*ervice
Patient Worklists Directory of Services

Search By @ NHS Number @ UBRN

NHS Number |

62. Choose the Referrer Action Required option from the Worklist Type menu.

0 (SM ) hitpsy/nwwebs ncrsnhsuk/main

File Edit View Favorites Tools Help

Help 9 Alerts (1) Log Out

e-Referral Service NHS

Patient | Workiists | Directory of Services | Enquiries | Reports | Alerts

WorkistType | Retores Acton Reaued ] #Resuts Found. LostRetiesn 12:un-2018 1455, Clck Rt oad el 56t D] e o Loos

Fiter Crtera Referer | s, Tory ©0 =] i

Patient Name Clinical Context Chinician Appointment Referral Status.

oo2sasassty  STESTPATENTAMLTESTPATIEN, oy P— Dematogyict Cherves Species - - Canceted o JE—
oo0so0r20i50  KTESTEATENTAMLTESTPATIENT.  ouing o5.0ec 2017 [T—————— : Cancete o e
onozopazarzt  STESTEOTIENTMNLTESTPATIENT,  Rouine 08-Dec-2017 Dermatology/Not Gtherwise Specified - - Cancelled UBRN 27-Mar201
oo030as3o054  SITESTPATENTAMNLTESTPATIENT, g - DemokoyMiot Ohenves Specied - . E— 22

63. In the Referral Status field check if there is a Triage Response

64. Check the Triage Comments if the service is inappropriate then click on end Triage Response

- 5
https//aMes: ncrs.hsuk/main D ~ B O G| & e-referral Service

vorites Tools Help

eferral Service

Pasent | Workists | Drectory of Services | Enquines | Reparts
WockiatType | Retener cton Recures 1| 4Rt Found. Lot Refsh 12n2018 1455 Ciick Refresh' 10 fosd sl [SSte] croce oo
il Crteria Retorer | WLLS, Tony (00 =]
ann Pationt Name Prionty Clmical Comtert Clmicion Aopomtment Reterrat 3tots Last Actvity
woczsssansts  STESTPATENTAMNLTESTPATIENT,  pixsee Dematciogytict Otherwise Specied - s Canceied UBRN 2018 |
ooz RIESTATECANTESTATEN. | asee [ e ——— ; Cometed vy 212008
0003004z 3721 AMMTESTRATIENT. | gy [ ——— Cancebed UBRN Zausams
[ oot | BTESTATS I TESTPATN. | g Demetiogyict Oherwse Speces - ) Troge Resgecae 1m0 ‘
Wk ottt Sanstne
i s e Ops. s  Futom
ow o
e o Retere win Acvice

Tdage Comments  Inagproriate

65. Read the Red Dialogue box and Click on YES to clear the referral. Otherwise re-book the patient
into a more appropriate service.
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ittps://nww.ebs.ners.nhsuk/main

File Edit View Favorites Tools Help

End Triage Request

This action willterminate the triage request. Only proceed if the triage
requestis no longer required

You will not be able to reverse this step. Do you wish to proceed?

Checking for Rejected Referrals for Dermatology & Minor Surgery -Inappropriate Service

66. Click on the V\\Iorklists tab

File Edit \View Favorites Tools Help

Help £ Alerts (D)

e-Referral Service

Patient Worklists Directory of Services Enquiries Reports Alerts

Search By @ NHS Number @ UBRN

NHS Number || | | | | |

67. Choose the Referrer Action Required option from the Worklist Type menu.

Help
e-Referral Service
Patient Worklists ')II’ECIDIY of Services Enquiries Repons

Worklist Type Referrer Action Required =] ‘ 4 Results Found. Last Refresh 12-Dec-2017 12:36. Click 'Refresh’ to load results. Satas Dafault | Enable Auto Load

Filter Criteria Referrer ‘ WILLIS, Tony (Dr) = ‘ Print List

Patient Name UBRN Created Clinical Context Clinician Appointment Referral Status. Last Activity

XXTESTPATIENTAANL-

000296913268 | FESTPATIENT, Eps-conotuse | Routine 19-Sep-2017 Dermatology/Not Omhenwise Sp -
s ; i

Cancelled UBRN 05-0¢t-2017

XXTESTPATIENTAANL- | ;
0002 9691 4249 TESTPATIENT, Ebs-donotuse | Routine 19-8ep-2017 [P TRIITELETERED (o = Cancelled UBRN 31-0ct-2017
(Ms) i i

XXTESTPATIENTAANL- i . : I
0003 0042 3646 | TESTPATIENT, Ebs-donotuse | Routine 02-Dec-2017 Dermatology/Not Othervise Sp - Rejected 12-Dec-2017
— i |
Il 7 CAr B IEERTTED (o - Cancelled UBRN 12-Dec-2017

Rejection Comments @I
Senice  DMC Community Dermatology - Parsons Green Health Centre
Rejection Reason  Other

68. On the Referral Status column look for Rejecfed and click on the URBN hyperlink to bring up the
Actions menu as shown above.
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69. Click on the drop down Arrow

0003 0042 3646 | TESTPRTIENT, Ebs-donotuse | Routine - 08-Dec-2017
- Actions - |7
Rejection Commenis example
Service DMC Community Dermatology - Parsons Green Health Centre
Rejection Reason Other

70. Read the rejection and choose the most appropriate action. You can either Cancel Request or
choose the Update/Book option and pick another service.

6 Q‘ M https://nww.ebs.ncrs.nhs.uk/main E e-Referral Service

Favorites Tools Help

Help 2 Alerts (0) Preferences  Log Out

e-Referral Service NHS

Patient Worklists Directory of Services Enquiries Reports Alerts

Worklist Type Referrer Action Required 4 Results Found. Last Refresh 12-Deg

= ‘ 0117 12:36. Click Refresh’ to load results. Satas Dapuit | Enable Auto Load

Filter Criteria Referrer | WILLIS, Tony {Dr) / [=] ‘ Print List

Patient Name UBRN Creatr . Clinical Context Clinician Appointment Referral Status Last Activity

| XXTESTPATIENTAANL-
0002 9691 3268 { TESTPATIENT, Ebs-donotuse | Routine
£ (Ms)

DermatologyiNot Otmenvize 5o Cancelled UBRN | 05.0ct2017
ecifier i

| XXTESTPATIENTAANL- g : |
000296014249  : TESTPATIENT, Ebs donotuse | Routine: 19-Sep-2017 DermatologyiNot Otherwise Sp e Cancelled UBRN { 3100t 2017
: (Ms) g g

| XXTESTPATIENTAANL- . - 3
0003 0042 3646 | TESTPATIENT, Ebs-donouse  Routing 08-Dec-2017 DermatologyiNot Otherwise Sp ‘- Reiected : 12-Dec-2017

m 17 Dermatology/Not Otherwise Sp | _ - Cancelled UBRN { 12-Dec-2017
~Actions - i |
RrdAdd Additional Requirements Z

qCancel Request

|U,;.;a‘e,:;m£ E— munity Dermatology - Parsons Green Health Centre

View Request

Checking Outstanding Referrals Letters

71. Click on the Worklists tab
\

File Edit \View Favorites Tools Help

Help £ Alerts (D)

e-Referral Service

Patient Worklists Directory of Services Enquiries Reports Alerts

Search By @ NHS Number @ UBRN

NHS Number || | | | | |
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72. Choose the Outstanding Referral Letters option from the Worklist Type menu

e-Referral Service

Patient | Worklists | Directory of Services | Enquiries  Reports | Alerts

Worklist Typs | Oulstanding ReforralLotiers || 16 Rosuits Found. Last Refesh 05-Jun 2015 08:35 Gliok Refresh to load resuts. Sof as Default | Enable Auto Load!
Filter Criteria Referrer ‘ Show Al ‘ Print List

UBRN Paticnt Name Priority UBRN Created Clinical Context Cinician Referrer Letter Duc

0003 Patient X 2 Wesk Wail 13.Des-2017 2WWRWAY Lower GI - ory 14-Dec-2017
0003 Patient X 2Week Wait 03302018 2WWEZW Breast = brx 04Jan.2015
0003 Patient X 2 Wesk Wail 05-4pr2015 2WWEZWA Lower GI - orz 06-Apr-2018
0003 Patient X 2Wesk Wit 16-May-2015 2WWERWW Urology - Drx 17-May-2018
0003 Patient X 2\Week Wait 21-May-2018 2WWIZW Sarcoma - ory 22.May.2018
0003 Patient X Urgent 21-Dec-2017 - . DrX, 22.Dec2017
2003 patient X Urgent ouan20ie e ose  ThioatThcs Vi Swalown ora otan20s
0003 Patient X Urgent 16-Feb-2013 Neurology Epilspsy - Drx 19-Feb-2018
0003 Patient X Urgent 05 Mar-2015 Neurology Epiiepsy E ors 06-Mar2015
0003 Patient X Urgent 08May-2018 NeurologyEpiepsy - Drx 05-May-2018

Patient X N Diagnostic Physiological Measurement/Audiology bre

0003 Routine 12-De-2017 Discnostc Physioogical iea - 15-Dec-2017
0003 patient X Routine 18-Dee-2017 Obstetrcs/antenatal 21-Dec-2017
0003 Patient X Routine 16-Jan.2018 Dermatology Nt Ctherwise Speiied 18-Jan.2018
0003 Patient X Routine 28Feb2018 DermatologylAcne 05-Mar2018
0002 Patient X Routine 08-M2y-2018 Nephrol . orH 1-May-2018
0003 patientX Routine 0502018 fen's & Adolesoent SenvcesDermatology | DI X orx 03un2018

73. Letter Due Date in red means the Letters are overdue and need to be uploaded to the e-RS
website

74. Date in Black will turn red unless letters are sent within:

¢ 2 Week Wait — 24 hours

* Routine & Urgent 72 hours

This completes the NHS e-Referral process and also checking the e-RS worklists
Community Dermatology and Minor Surgery within SystmOne.

Glossary:

Please review to section on Referrers Responsibility on page 5 on the link below.

http://content.digital.nhs.uk/media/22665/NHS-e-Referral-Service-Best-Practice-Guidance/pdf/NHS e-
Referral Service Best Practice Guidance.pdf

Disclaimer:

To the best of our knowledge and using the available information these searches are correct at the time of
publishing.
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