
COMMERCIAL IN CONFIDENCE

COMMERCIAL IN CONFIDENCE
1

Rego Guide for Primary Care

A comprehensive guide for primary care users to create and manage Rego referrals and A&G via Rego
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PREFACE

Please ensure you have smartcard access with applicable configurations for your site. 

Please contact your respective smartcard services for more

The first section of this guide will cover your referral journey from your patient record 

system (EMIS/SystmOne) through to Rego. The latter stages will look at managing your 

referrals once sent.
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START YOUR REFERRAL

Admins can start a referral on behalf of a clinician. The referral can be saved at any stage, for the clinician to 

complete

To begin the referral process, you need to start from your patient record system

For EMIS users, please click here

For SystmOne users, please click here
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EMIS SYSTEM

On EMIS, first locate the patient you would 
like to refer

Using Consultation, click Document and 
then Create Letter

This will present a pop up to choose a 
proforma from

If the Rego titled proforma isn’t in the list, 
click the magnifying glass on the bottom 
right handside to search for it.
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EMIS SYSTEM II 

After clicking the magnifying glass, a new pop up will 
appear

In the top left handside search field, type Rego, to 
narrow the list of proformas down

Double click, or highlight and click OK bottom right of 
the pop up to open the proforma
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EMIS SYSTEM III

The proforma or template will open with 
the patient's details prepopulated

You will then be automatically redirected 
to the Rego referral portal to start your 
referral

Should this action not occur, simply click 
the red Rego icon, top right of the MS-
Word ribbon

Click here to skip SystmOne instructions
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SYSTMONE

On SystmOne, first locate the patient you would 
like to refer

Using AutoConsultation, click 00 Help and 
Guidance and then click Rego Advice & Guidance
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SYSTMONE II

You will now be able to Launch Rego (Advice & 
Guidance) Referral and then click Ok

This would then load up the patient proforma via 
Microsoft Word and then automatically into Rego to 
start your referral process.
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REGO

In Rego, you will be presented with a dynamic form with patient 
demographics located on the dark blue banner

This will include patient name, date of birth, NHS number and more

Please review this information to ensure patient details are correct and up to 
date
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SELECT A USER

First, select a user from the dropdown list

If your name is not in the dropdown list, click Other to 
manually add yourself on

Next time you make a referral, your name will be in the list 
of users to select from

To remove a user, please contact our helpdesk with your 
practice name and postcode with the full name of the 
user(s) you will like removed

mailto:rego.support@necsws.com
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SELECT SPECIALTY

After selecting a user, we need to now indicate a 
reason for referral

Click in the Select Specialty dropdown to select a 
relevant specialty for referral

There will be some more follow up questions regarding 
the chosen specialty to get your referral to the right 
place (not applicable to A&G)
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SELECT PATHWAY

After selecting a Specialty, you can then select a 
pathway or area of concern.

So, if we select MSK as a specialty, you can then 
indicate Knee, Spine or Shoulder, amongst others, 
as a Pathway.

You will be asked follow up questions to direct 
your patient to the most appropriate level of care, 
based on the type of answers you provide.

Please look out for the red dots to the right of the form, which indicates an unanswered field. You 
won’t be able to proceed further with the referral unless all fields have been completed.
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ADVICE & GUIDANCE (A&G)

You can also seek Advice & Guidance (A&G) 
requests via Rego

Unlike Smart Pathways where follow up questions 
are required, A&G cases will simply require a 
referral reason, level of urgency and a narrative

You can still upload clinical documents and include 
any previous consultations, in the same way you 
would for a normal referral

The request will then be sent to the required 
department, where guidance, if any, will be 
returned to your Requiring Action tab on Rego
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GP NARRATIVE & ATTACHMENTS

To further allow you to paint the right 
picture for your patient, you have the 
option to add more info via freetext.

You can also upload clinical images and/or 
documents via file explorer (Upload files) 
or upload directly from EMIS via Upload
from EMR

You can also drag and drop the file into the 
referral. Simply drop the file in the field 
marked ‘Drop files here’
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SAVE REFERRAL

On Rego, you can Save a referral at any stage before 
you send it off

The Save button is located on the bottom left of your 
referral form, next to Cancel. Click Cancel at any 
stage of the form to abandon your referral

After pressing Save, you have the option to either 
Save and Exit the referral or Save and Continue to 
carry on working, with a record of the referral stored in 
your Saved tab

Once you Send the referral off, that record moves 
from Saved to Pending
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COMPLETE & SEND

Once images have been attached, you can choose to 
include or exclude the last three consultations for the 
patient, you feel is most relevant to the referral you 
are making.

Finally, the patient can choose from a list of services 
available, that can see your patient, based on the 
information you have provided.

Once selected, we strongly advise to read through 
your referral form one more time, before pressing the 
green Accept and Search for Appointment button 
to send off your referral.
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FORM FUNCTIONS

Cancel to exit the 
referral without 

saving

Delete to remove 
the referral form 
from your records

Save your referral

Preview Patient Clinical 
Information (medications, 

investigations etc)

Preview Referral 
form in a tidy PDF 

format
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PREVIEW REFERRAL

A redacted preview of a referral in a PDF 
format
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PREVIEW CRI

Preview of patients Clinical Record (of) 
Information (CRI)
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UBRN’s

Upon sending a referral, a UBRN (Unique Booking Reference Number) will be generated. This can be used on eRS to 

track your referral also

This means you needn’t duplicate the referral you have just sent off again on eRS as Rego has automatically mirrored 

that procedure

Any further action taken on the referral via Rego (referral accepted, rejected, discharged) will also be mirrored on eRS, 

and vice versa

Next, we look at how to track cases on Rego.
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TABS OVERVIEW

REQUIRING ACTION – This mainly consists of cases that have been returned into your care, usually with guidance. 
Referral status will be Returned to Referrer (eRS)

PENDING – A fairly quiet tab, where all sent cases are stored pending action from the provider. Awaiting 
Confirmation for all A&G cases and Sent for any referrals

ACTIONED – Cases will be in Sent (eRS) as the status for all sent cases and Accepted (eRS) for when said case has 
been accepted

DISCHARGED – A redundant tab. Nothing is discharged back in here

SAVED – For all saved or queued referrals

ARCHIVE – All archived cases are stored here for your records
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REQUIRING ACTION
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The Requiring Action tab is the first and default tab that will appear when logged in to Rego. It is the only tab where 
guidance is returned, cases are rejected, or further information has been requested from the provider

In the overview, you can switch the columns around to suit your liking. Simply click on the column name, and drag to 
your preferred position

You can search or use the funnel to filter or where easier, simply click on the column name

The Archive button allows you to close a record, which moves the case from your Requiring Action, to your Archive tab 
for your records.

REQUIRING ACTION II
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Here’s an example of a referral returned with Advice

You can review the comments of the provider in the Advice 
segment to the right of the page

You will then have the option to either Request Further Info 
or Accept and Complete the record if happy with the advice 
given

You can also PDF and import a copy of the referral into your 
PMS if required – this is available on every referral, regardless 
of its status or tab

REQUIRING ACTION III



COMMERCIAL IN CONFIDENCE

COMMERCIAL IN CONFIDENCE
27

In the Further Information Requested section, we can 
see a provider requesting additional information about a 
Knee referral

Should you receive something similar regarding your 
referral, you can use the Reply button to respond back to 
the query

REQUIRING ACTION IIII
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SAVED TAB

To retrieve a saved referral…

1. Login to Rego and visit the Saved tab

2. Click on your patients name to carry on from 
where left off

1

2

https://n3.ref.management/login/logout
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ACCESSING REPORTS

To access the reports module, please log in to Rego 
and on the top right handside of your page, there will 
be a Reports button, left to the logout button

In reports, you can set a date range for the date you 
want to see, as well as filter by user, referral reason 
and/or status

The report can be exported as an excel / .csv file
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THANK YOU

We hope this guide has been helpful to you and your colleagues

For technical support regarding Rego, please contact our dedicated helpdesk team via rego.support@necsws.com

For clinical support, please contact your internal clinical leads within your ICB. Please be advised that the Rego support 

team are not medically trained with very limited clinical knowledge. Please only use the above email for technical 

support only.

mailto:rego.support@necsws.com
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