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. 4. The referral will open in a new window.
Referral management in eRefer _
and ESM o
1. Load eRefer by opening Mozilla Firefox and —
navigating to https://gldchildrenshealth.service-
now.com/navpage.do.
2. Enter your username and password as provided to
you from the eRefer administrator.
Actioning referrals from work queue
1. Click on the eRefer heading on the navigation
pane, select open 1 unassigned to proceed to the
referral queue.
Service Management 5. Load HBCIS, navigate to the patient registration
screen and locate the patient through mandatory
Referrals m searches. Ensure all demographic information is
correct and update accordingly. If all details are the
S All>Active - true> 4 same, nawqate Eo fleld27and enter a 0.0
with O6FO.
Q =
@ : crea [#] DB3DBASE = | )
@ 22/09/20 File Edit Connection Options Help
Create New
Actions on selected rol 1400172 CHQCERTTEST
ned to me
20 MAR 1985
Open - Una
Awaiting Patient Data
2. Select the top referral on the work queue by clicking
on the link under the first column.
= Created = Clinical urgency A = Assigned to = State = Integration state
@ ,509 /2017 12:41:44 | Routine Received
Note: If the patient does not exist, create a new HBCIS
registration by copying information from the referral.
Patient details section
6. In eRefer, under the patient details section, enter
) o the patient Unique Record Number (URN) from
3. Open the received referral (.PDF format) by clicking HBCIS and at least one other identifier (DOB,
on the attachment. Given Name(s) or Surname).
- Manage Attachments (L): -Q REFERRAL.pdf [rename] [view] | Patient details 1400172
. I ; o e (oo || CHOCERTIEST

ﬂ\ * ESM: Referral management in eRefer and ESM- Quick reference guide -1-

Queensland
Government


https://qldchildrenshealth.service-now.com/navpage.do
https://qldchildrenshealth.service-now.com/navpage.do

Children’s Health Queensland Hospital and Health Service

. Our Digital Future

~ IMAGINE WHAT'S POSSIBLE.. < ieMR Enterprise Scheduling

Management (ESM)
7. The remainder of the patient details are now 12. Detalls of the referring clinician are to be escalated
returned and pre-populated into the fields. to the team lead to create the record in HBCIS.

Reforral detalls | Acthities

Specialty section

Patient details

URN 1400172 Given name(s) RMESMONE

PR v P P peee 13. Type the first few letters of the referral specialty and
click the search button. The director of the specialty
will be displayed in the search results.

Referral details section

Specialty Endocrine & Diabetes Q,

8. Check the referral for all required elements. Click
on copy referral for referrals addressed to multiple
SpeCIa|tIeS, addlng a note to the ShOI’t dG‘SCI’IptIOH Specialty Hold SHIFT and move the cursor to keep this window open
field (add short description of speciality e.g. PT, Name | Endocrine & Disbetes Divector | deremy Wakes
O RT H) N Generic clinic ENDIREF

A code

9. Entert he r ef er r ipmgdercdmibar forc i afn 6 ¢
surname or suburb) into the referring clinician et
lookup box.

10. Add a quick note as required (e.g. fracture, out of
home care, referral continuation).

o

14. If this is a named referral to a specific clinician,
complete the referred to clinician field.

If you know the referred to clinician and not the
specialty, enter the referred to clinician first and a

Option 1: Provider details returned list of their associated specialties will display.

Referral details

11. Select the corresponding referring clinician from the

returned results. Named | Yes H
Referring clinician Speclalty Endocrine & Diabetes s
Referred to clinician Wolfe, Rae-Ray | [¢}
Referring clinician I prov | Qo
howing L through 1of 1 Referred to clinician specialty Endocrine & Diabetes
Provider number CHQCERTTEST, DOCFIVE PROVNUM78 LOGAN CENTRAL|
Given name(s)
Surname
Entering referral information into ESM
12. The referring clinician details will then be 1. Load the appointment scheduling book from the
automatically populated into the remaining fields. AppBar.

Referring clinician T
Referring clinician CHQUERTTEST, DOCFIVE o | @ Addeslinel THE MEDICAL CENTRE W
Prodernumber || PROVNUMTS Mddressline2 | LOTSOF CHARS N THIS ONE
1 ( 5 . V\
Givennamels) | DOCTHREE Suburb | LOGAN CENTRAL e B » b
sumame || cHoceRTTEST Postcode | 4114 N & ~

Option 2: Provider details not available 2. Click on the appointment inquiry search.

11. If an entry does not exist, the user can manually 2 & &

add the information to each field.

efeting it Q| Adussinel | Thedunker 3. Perform an ESM person search by locating the
prowdernumber | 2123434 s ne2 person (ellipsis and entering information), modifying
Grenname(y) | Bend sibu | | l the start date back one year and clicking find.
Surname Reid Postcode
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Person | Resource I Location | Request List |

Inquiry:

ESM Person -
Person:

CERNER, TEST B
Start date: Start time:

.Can- [=] =]

238ep20E |2 E| oo
End date: End time:

b EIEI 235 2]
I Find I [ Clear I [ Close

Option 1: Previous appointment for same
referred condition / sub-specialty and No
Future-booked appointment

4. Enter the referral into
type for the specialty with a new case category of
AOgoing careo.

5. Enter scheduling comments to notify that this is a
referral continuation (eg 23/09/17 i Referral
Continuation i BR).

Note: Remembert o
ifReferral
referral coversheet.

i n c |quick @otetoh eo fo
Continuationo

Scheduling Commenrts:

©22/09/17 - Updated refemal received - previous refemal expired BR| |
15/09/17 - Appt 14710717 - new ref requested by GP - BR

6. Go to Generating referral coversheet and
printing referral from eRefer on page 6 of this
document.

E

Children’s Health Queensland Hospital and Health Service

ieMR
=

Option 2: Upcoming appointment for same
referred condition / sub-specialty

4. Right click the corresponding appointment through
the search view, then select modify.

Person | Resource | Location | Request List Popaintment Date \ Time
030ct2017-900AM  CS MedOnc New

Inguiry: 090ct-2017-8:15AM  Ortho Gen New

ESM Person - 09:0ct-2017- 1100 AM  School Based Health New

030ct2017-200PM  School Based Health Review

Feon 100ct-2017-3:00 A Ortho Fracture New

REG. DOUBLE || | 100c2017-800A%  Orho G New

100ct-2017-800AM  Ortho Gen New

SRR 10-0ct-2017-8:00 AM CS MedOnc New

25ep 27 2| E 0000 10002017 - 1020 AW

11-0ct-2017- 900 AM

Appointmert Type Ambulatory Location  Appointmert State  Primary Resource
LCCHECONCG  Cancelled
LCCH1BORTP  Cancslled
LCCH SBYH ALBAN _ Cancelled
LCCH SBYH ALBAN _ Cancelled
LCCH1BORTP  Cancslled
LCCHBORTP  Reschedued
LCCH1BORTP  Cancelled
LCCHECONCG  Cancslled
Canceled

Bade,

Bads. David
Bade. David
Irving, Helen
Kapur, Nitin
Irving, Helen

Star date: Start time:

Respiratory Cystic Fibrosis New
CS MedOnc New

LCCH5A RSPR
LCCH 5CONCG

End date: End time.

Kehdi, Elias

Canceled
LCCH 2D EYE Corfimed
e TCCRECONCE

LCCH 2D EYE

= [140ct-2017- 12.00PM__ Ophthal Review
5

H‘uua

TrvingHelen

5. Update the following fields and click ok:

a. Named referral: Was the new referral named
(yes/no)

b. Length of referral: Length of new referral

c. Referral expiry date: 02 Feb 2100. This date
indicates that a new referral has been

sM as VIR vetagivalet If ESNe n ¢

d. Referring clinician: Indicated on the RC

e. Referring provider number: Indicated on RC

=] rj REG, DOUBLE
[-@ Ophthal Review

‘ General | Summary| Details | Orders

Named Refemal:
‘es

*Length of Referal:
General Practitioner (12 Months)

*Referal Expiry Date
02-Feb-2100

Standby:

*Referming Clinician:

Dr Smith

Refeming Clinician Address Line 1
123 Fake Practice

Refemring Clinician Address Line 2

Refeming Clinician Suburb:

South Bank, QLD

6. Enter scheduling comments to notify that an
additional referral has been received (RC or named
referral etc.). Copy the scheduling comments and
paste into eRefer.
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Scheduling Commenrts:

©22/09/17 - Updated referal received - previous referal expired BR| |
15/09/17 - Appt 14/10/17 - new ref requested by GP - BR

7. Goto Generating referral coversheet and
printing referral from eRefer on page 5 of this
document.

Option 3: Current request list entry exists for
same referred condition / sub-specialty

4. Change the inquiry to ESM request | person and
click find.

Person | Resource I Location I Request List |

Inguiry:
ESM Request - Person -

Person:

CERNER. TEST| E]

If no details are returned, proceed to step 7.

5. If a corresponding request list entry already exists,
right click the record, modify and update the
following accept formats and click ok:

a. Named referral: Was the new referral named
(yes/no)

b. Length of referral: Length of new referral

c. Referring clinician: Indicated on the newest
referral

d. Referring provider number: Indicated on the
newest referral

Note: If multiple new referrals are received within a close
time period and they have varying information (including
durations), refer to current local business processes as to
which referral is classified as the main referral.

Children’s Health Queensland Hospital and Health Service

=-#% REG, DOUBLE General I Summary | Details | Orders
- % Ophthal Review

Named Referal
Yes

*Length of Refemal
General Practitioner (12 Months)

*Referal Expiry Date:
(02-Feb-2100

Standby:

*Referming Clinician

Dr Smith

Refeming Clinician Address Line 1
123 Fake Practice

Refeming Clinician Address Line 2:

Refeming Clinician Suburb:

South Bark, QLD|

6. Enter scheduling comments to notify that an
additional referral has been received (e.g. 23/09/17
- Request for review of categorisation received i
BR).

Option 4: Current request list entry exists for
same referred condition / sub-specialty on

fzzData Migration Cancel

1. Change the inquiry to ESM request i person and
click find.

Person | Resource | Location | Request List |
Inquiry:

ESM Request - Person -
Person:

CERNER. TEST| B
[ fa J[ e J[ geme |

If no details are returned, proceed to step 7.

2. If a corresponding request list entry already exists,
enter the referral into
type for the specialty with a new case category of
ficgoing careo.

3. Enter scheduling comments to notify that this is a

referral continuation (eg 23/09/17 i Referral
Continuation i BR).

L

ESNM
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E B
Note R eme mb er t (0} qu|nkmd)t&jaj eo ft | Please select the conversation you would like to use:
AfReferral Continuationo ‘Ch. . =l
ronic Registration
referral coversheet. Coonuni Begistation
re-arrival Add Encounter

9. Enter the following information into the pre-arrival
add encounter window before clicking ok:

Option 5: No upcoming appointment or request a. Treating clinician: Use the eRefer referred to
list entry for same referred condition / sub- clinician field or the director of specialty if the
specialty referred to clinician is not available.
b. Chargeable status: Public
4. Change the inquiry to ESM request | person and c. Payment class: Medicare
click find.
Person | Resource I Location I Regquest List | — — — — =]
DmeuBim g S oty ol Ba11 Mt Statu Rekgn Lirguage Inbeti e Fgssed
|I'|E|Ui|"_|"i e — — L— L D — —
ESM Request - Person - ot Toms | o
Person: PSR fo—
CERNER, TEST] S
E] o zsoxr Bl > Chargeable Status Payment Class
v — B _ Gimlmkn Public - icare -
I Find I [ Clear l [ Close: ] o p— |L-""=4““~”m~L 1,,.,“,_ . Torrme
% Treating Clinisian
If no details are returned, proceed to step 7. BAE A, ENIFER A
5. Enter scheduling comments to notify that an = e e

additional referral has been received (e.g. 23/09/17
T additional referral received i BR).

6. Proceed to compiling referrals for POD delivery. 10. When the document selection window opens,

ensure the do not print documents button is
checked, then select ok.

7. Navigate to the appointment tab in the appointment Note.: .If results are rfeturned for a different referr.ed
scheduling book and enter the accept formats for condition / sub-specialty, enter as new request list entry.
the referral, ensuring the appointment type is the
generic specialty.

) Ex3)
Books | Appointment | Dacument Printer Copies
*Bppointment type: é Move N qemi_pat_label | iemi_no_delete 1
Endocrine N
— -
*Mppointment location;
LCCH 3C ENDI| v
*Person name: Allergies |
S 2 o T
8. When selecting the person, a pre-arrival encounter ] o
must be created if one does not a|ready exist for 11. Continue to enter the referral details into the
the referred condition / sub-specialty. remaining ESM accept formats and click move.

Note: The referring clinician information can be
copied from eRefer and pasted into ESM. Ensure
provider number field is also entered in ESM.
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2. When the coversheet is ready, it will appear in the
ready to print section.

3. Click on the PDF ready to print.pdf file. Click open

— with Adobe Reader, then ok.

*Refeming Clinician:

Refeming Clinician Address Line 1: |:|

-E FOF ready to print.pdf [rename| [view|

Refeming Clinician Address Line 2: —

Opening PDF_ready_to_print.pdf E ’
You have chosen te open:
7| PDF ready_to_print.pdf

which is: Adobe Acrobat Document
from: https://qldchildrenshealthuat.service-now.com

12. When the appointment atiributes window opens,
click ok. The referral is now in the WIP. Click
regquest to add the appointment to the request list.

13. The referral will default to the home specialty
request, click ok.

What should Firefox do with this file?

¢ | Adobe Reader (default) =

[T] Do this automatically for files like this from now on.

socz ——
Name: CHRCERTTEST, RMESMONE
DOB: 20/Mar/1385 Interpreter Required: Yes Mobile Phone: 0427 572 390

MRN: REWH 00000055:CH.

*= Allergies Not Recorded._. Age: 32 s Indigenous Status: Aboriginal__ Business Phone: 0712345678
[= ' EAMIEEREANEN] | Scheduing Criterio | Summary | General | Detais | Orders [ Guidelines | Notication | ¢ | enigiviy | Book ] . . . . .

e po—— 4. The PDF will display in a new window and contains
@ Fequestzd date range: 252017 < N =

O Fequestin:

the coversheet and all associated referral pages
attached to this record. Print the PDF by clicking

‘Appointment T N H

g o B = the print icon.

2 Time restrcsons: AM Only _ _ _ S
Request List W Gde View Window Wel r
Alrquesiss Selected reaues s =R [ - H B2 | F&Sign | Comment

ALTSI New - CBH
A4TS| Rizview - CBH |

ACH Falls Prevention New -CBH

ACH Falls Prevention Review - CBH

‘Aged Care and Memory New - CBH a
Aged Care and Memory Review -CBH -

ge Care New-CBH | Endocrinclogy New - LCCH
‘Aged Care Review -CBH

Mlergy & Inmunalogy New - LCCH
ol e

Endocology New - LOCH

Selected request lists:

ow

o] Ces

Generating referral coversheet and printing
referral from eRefer

Depending on the specific 1o
options for printing coversheets and referrals.

U W, t Ircr1 c© a i (0]

5. Change the referral state to closed, select a close
code from the drop-down box.

Option 1: Generate and print single PDF

1. Navigate to the patient data received option in the Option 2: Generate a batch of PDFs
left pane, click on the single record you wish to
print, click generate PDF. 1. Click on the patient data received heading on the

e e T left pane. Tick the bottom check box next to actions
on selected rows. This will select all above

o | SemerstePDF referrals. (See next page for screenshot)
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= | Referrals m Goto  Clinical urgency v

= ®© S All>Active=true
eRefer @ Q = Created = Clinical urgency & = Assigned
v ® ;ﬁ%m Routine
v @ ;ﬁ%ﬁ?_n Routine
o=

Actions on selected rows.
Delete
Follow on Live Feed

Repair SLAs
Add to Visual Task Board
Create Application File

gEe O O (slcielwn

2. Select the generate PDF option. The referrals have
now progressed to the awaiting print PDF queue. 6. Change the referral state to closed, select a close
code from the drop-down box.

The PDF wll be created shortly. This Referral will now be placed in the "Awaiting Print PDF" queue
The PDF will be created shortly. This Referral will now be placed in the "Awaiting Print PDF” queue % State [ Closed H|
T Al ctive=true Assignment graup Referral Raom Qo
& Q, = Created =clinical urgency o = Assigned to = state = Integration state =URN = Sumame =sp
22/090017 Awaiting . End Assigned to Q
@ 12.41.41 Routine |ntegration Awaiting Print PDF 1400172 CHQCERTTEST Diabel
@ %? Routine ﬁ:::::in Awaiting Print PDF 1400172 CHQCERTTEST Refertal details  Closureinformation” | Activities
Sk Close code
Actions on selected rows.__.
3. Select the ready to print PDF option in the left pane. swensar | [swe | [wpymaenaf ettt
Declined - Out of Catchment
4. Open each record individually and click on the PDF = [meam cotn | sy,
) X N | ncomplete
ready to print.pdf file. Click open with Adobe T koo ey
Reader, then ok. O, =siAdefinition E:’e“‘ﬁ'ﬁ‘wﬁ””” = Breachtime = Business elapsed
(3 Processing Time. ;Z:;tjﬂ;‘:Iw‘:w:mmsn 28/09/2017 08:41:44
7. Click save and exit from the eRefer banner bar.
T BDE ready to printpdt (rename [vie]
& .,/L ooo Follow - Save Copy Referral Generate POF
Opening PDF_ready_to_print.pdf E ’ BT
You have chosen to open: h . b
"3 PDF ready to_print.pdf a 8. When the warning box appears, click ok.

which is: Adobe Acrobat Document
from: hitps://qgldchildrenshealthuat.service-now.com

What should Firefox do with this file?

() Save File

‘ | msone
en with: | Adobe Reader (default) v] e [

Are you sure you want to move this Referral from "Processing” to "Closed"? Click "0k to Continue or click "Cancel” to change to another state.

7] Do this automatically for files like this frem now on.

5. The PDF will display in a new window and contains
the coversheet and all associated referral pages
attached to this record. Print the PDF by clicking 1. Print a label and attach it to the referral coversheet.
the print icon. To print a label, load the documents application

from the AppBar.

Referral finalisation and delivery preparation
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eeome

2. Click on the find person button.

|

a (=N =
Tesk Edit Action iew Help
Bl

R Information Dusifisd docurents

NariE

\ \

Sex e Race:

\ I J| \

S5N MRN

\ I |

FIN NBR: Financial class

\ I |

Encounter type: Med service:

\ /| |

Lcafion:

\ |
[Fleary [P023 [ty 26-8ep2017 1242 PM

3. Locate the correct patient and associated pre-
arrival encounter that matches the referral
coversheet, click ok.

4. Once you have selected the encounter, click on the
gemr_pat_label option to print a label. Select your
printer and the number of copies, then ok.

al S=Er=]

Task Edit Action View Help

| BS ~w

Person/Encounter Information

Qualiied dacuments:

Name: @ gemi_pat_label
[RE. DOLBLE | | Y eemenge pa e
. ) ) gemi_pat_spec_label.
pe e, fisce] Addult /ristband
|MALE ‘ |13YE'3'S | ‘ | Paediatric #/ristband
SSH MAN Meonate Wristhand
4283305705 1 1172100 | [Co3999a
FIN NEBF: Frare el (& =
|274832 | ‘Medlcare ‘ Printer: MNumber of copies:
Encounter type: Med service: -l 1 -
|Pre'arrival | ‘
Location: Diocument name:  qemr_pat_label
[LoeH/CeH OPDALCEH 20 EvE |
[Fead I OK I [ Cancel ] l Set Default ]
[ Ready PE-Sep-2017[12:45 PM

5. Complete quality check, attaching the correct label
the referral coversheet with a printed label. Ensure
the correct name, DOB and address are reflected
on both the coversheet and the label.

6. Sort and collate referrals into appropriate bundles:
a. Fast track referral (direct delivery to POD)

b. Referral triage nurses (sort into priority and
routine and place into appropriate nursing
trays).

Children’s Health Queensland Hospital and Health Service

Actioning referrals in the POD

1. Provide the referrals to the corresponding clinician
to review. Note that referrals must be categorised
within 5 business days of receipt date.

2. Once the referral has been received back from the
clinician, refer to the following QRGs depending on
the referral requirements:

1 Additional referral received or a request for
review of patienRefegalcurr e
review i _category change i QRG

1 Uncategorised referral returned: Modifying
category and add scheduling comments i QRG

Other considerations:

Once a referral has been categorised from

uncategorised, an OUTPT i WL receipt and placement

|l etter shall be printed. Thi s
family and the referring practitioner that a referral has

been received and categorised (1-3).

Referrals that are received in the POD directly must be
sent to the Central Referrals Unit when appropriate,
marked as pre-processed.
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