Send electronic referral

This describes how to send electronic referrals.

Important note: effective use of this functionality requires alignment of providers, upgrading of their software, HL7 compliance for both sending and receiving providers and therefore might not work in your area.

The primary means of generating an electronic referral is from the letter window. You can send out a letter as an electronic referral individually from the letter window, or along with other letters at the same time from the Letters Manager window or from the Work Centre.

From the letter window

	
	
	

	Step
	Action

	1
	Create a letter for the patient for whom an electronic referral needs to be sent. 

Note: Profile automatically generates a reference number, which can be viewed on the right hand side of the Letter window header bar, and subsequently in the Letters Manager window, as a separate column. This reference number is available as a print variable and you may want to use it to facilitate tracking of the letter in further correspondence about the referral. See Create letter and Create letter using templates for detailed information on how to create letters.
 

	2
	Ensure you are in the Information and Recipients panel. 

	3
	In the To field, click [image: image1.bmp]. The Select the recipient window appears. 

	4
	Determine your next step:

	 
	if...
	then

	 
	the name of the external provider you are intending to send this referral to appears in this window
	select it and go to step 6.

	 
	the name of the external provider you are sending this referral to does not appear in this window
	select the Ext Prov option, and go to step 5

	5
	In the 2nd field of the To area, select the external provider you are sending the electronic referral to. 

	6
	In the Status field, select Final from the drop-down menu. 

	7
	On the toolbar, click on Save letter. 

	8
	Ensure the Message box in the Print Action area is enabled and checked.

Note: this box will be checked by default if set to do so in the external provider's record. If it is not, it can be manually checked now. 

	9
	Click on Print [image: image2.bmp]. A window will come up if problems were encountered while generating the referral. 

Note: If you had other boxes checked in the Print Action area, then clicking Print will have activated those other actions at the same time, for example, printing the letter. 


Tip: you can view the status of letters that have been actioned as electronic referrals by going to Special / Letters Manager from the menu bar and selecting an appropriate filter. Select the letter on the list to view its status in the additional panel at the bottom that appears for this type of letters. Also refer to View electronic referrals for more information.

From the Letters Manager window 

	
	

	Step
	Action

	1
	Go to Special / Letters Manager on the menu bar, or click on the Letters segment from the Mail segment of the Work Centre. 

	2
	Select an appropriate filter.

	3
	Select the letters that need to be sent out as electronic referrals. Double-click on a letter to open it if you need to view it in full before sending it out. 

Note: Letters that have already been actioned to be sent out have an additional panel at the bottom, displaying their status as electronic referrals.

	4
	Ensure the Use RSD when printing icon [image: image3.bmp]is active. 

	5
	Click Print [image: image4.bmp]. 

	 
	Note: A Printing Letters window appears, confirming which letters will be sent and which letters, if any, cannot been sent, and why, for example because the letter is not addressed to an external provider. 


Tip: click Refresh and select individual letters on the list to view their status in the additional panel that appears at the bottom for electronic referral letters. Also refer to View electronic referrals for more information.

