Uploading a Document to an Open Referral O cH)gEEf{I’?a

This Quick Reference Guide provides a step by guide to Uploading a Document to an Open Referral

If you know the Referral ID and the

Service Line the Employee was referred

for:

1. Login using your Username and Password

2. Select Records
- N.B. Every referral you have made or

are associated with can be located in
records

3. Select Referral Type i.e. Performance &
Attendance Management Referrals

4. Using the search facility available , type in
Referral ID and press Enter

5. The referral will be displayed

6. Select the Referral ID highlighted in blue
-N.B. this will take you to the Referral
Summary Screen

7. Select Documents from the menu to the
left of the screen

8. Select Manage Documents Select Add and
Add New Document

9. Select Choose File and navigate to the
document you wish to upload, then select
Open
- N.B. Document needs to be saved as you
would like it to be called in the system

10. Select Document Type from the drop

down
menu

11. Select Add, then Yes

12. Select Finish

Records

Performance & Attendance Management Referrals
Comprehensive list of all referrals logged for Pedformance & Attendance Management

Performance & Attendance Management
Referrals

Showing search results for 17167

D | Employee Name Customer Logged By
21788 hir Enoch Thompson Finance - MR Training Adrmin Lynn
Training Mr Trainer2 Dixon20 - 17167 2

summary -

Inrgss

Employee Details
Nar
Gonder ke

Date af i 22 May 1

Referral Details

Feforralld 171 Reforral Ruasan. Atwers it st ssue

Laggnd By Epioyee Busgat. OIS

Records / Performance & Attendance Management Referrals

Mr testing testing - 3223 A

Inprogress
Employee Details
Name I testing testing Customer Name DEMO MAIN
Gender Male Job Titlejt  dasdsadsa
Date of birth 39 March 1973 Customer dasdasdas
) Identifier ci
Email testingd 2@yopmail.cam
) Secondary MiA
Primary Telephone 3313213321 Telephone Ho
No
Referral Details
Referralld 3223 Referral Reason  Current absence

Logyed BY Mrs pshealth admin Employee Budget ABC123
Code

Service Name: OH Advice hain
Employee krakow
Logged Date 05/04/2017 1518 Business Unit

FirstDay of 20/02/2017

Manage Documents

Add

@ Add Mew Docurment

Upload Mew Documents
Document

Choose file | Mo file chosen

Document Type

Select 3

Consent {to refer to OH, request FME]
Further Medical Evidence

IHR cerificate

Job description |
Other Document

Personnel Letter

|Risk assessment
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Uploading a Document to an Open Referral

If the Employee name is known but the

Referral ID and Referral Type is not

known:

13.Log in using your Username and Password

14.Select Records

15.Select Employees

16. Using the search facility available, type in
the Employee Name and press Enter, the
Employee details will be displayed

17.Select Employee Name highlighted in blue
-N.B. this will take you to the Employee
Summary Screen

18.From the menu to the left of the screen
select Referrals & Interventions

19.The following screen will show a list of all
referrals that have been registered for the
Employee

20.Select the appropriate Referral ID

21.Select Documents from the menu to the
left of the screen

22.Select Manage Documents

23.Select Add, then Add New Document

24.Select Choose File, Select Document to
upload, then select Open
- N.B. Document needs to be saved as you
would like it to be called in the system

25. Select Document Type from the drop

down

menu

Employees
Record for Employees

r Chrls Training
Customer: Finance - NWR Training
mployes Id: NWR 123
Secondary Employee Id

DO8: 1B May 1957

DOB: 16 April 1960

Wir Claire Dixons

Basic Details

Work Schadule

Honday Tussasy
] [

Mr Training Keelan

Referrals &

Interventions

Employee Referrals

Roforral ID Service Line
Workplacs Assassments.

\\\\\ Pre-Placement

11648 Specialist Senices

Mr Training Keelan

DsE
Pre-Placement Oenerl Wain
mms Heg A
Phrsiaterapy Wain

Caunselling Serce Main

Status
Clozee - allIervernnons compiete
Clozee - allmervennons compiete
Closea - allntervertions complete
Closes - allnterertions complete

Closed- all ntervertions complele

Documents

Manage Documents

A

O Add Mew Document

Document

Upload Mew Documents

Choose file | Mo file chosen

Document Type

Select
Select

Anproval
AssessmentForm

Audiometry records
Blood Test

Case

Casze records employee support
Clinical records
Cormplaint form
Connect client appointment letter
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Uploading a Document to an Open Referral O’ Optima

26. Select Add, then Yes
27. Select Finish

28. Document now stored under that Referral

File Type

Select o

Health
Welfare -

Firizh
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