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1 GENERAL INFORMATION  

This section explains in general terms the system and the purpose for which it is intended.  

1.1 System Overview 
The eReferral Client is an application run on Google Chrome or Internet Explorer. This application was created 

for the purpose of assisting in the transfer of electronic referrals (eReferral) and helping to manage the 

exchange of information between health providers.  

1.2 Organisation of the Manual 
This document aims to support users of the eReferral Client with information around the use of the 

application.   

The following user guide contains five main sections:  

▪ General Information 

▪ System Summary  

▪ Getting started 

▪ Using the System  

▪ Security 

  

2 SYSTEM SUMMARY 

2.1 System Configuration 
The eReferral Client is a module in best practice, which operates on Google Chrome or Internet Explorer. After 

installation of the eReferral Client, no further configuration should be required. 

Internet Explorer may need to be optimised to run the eReferral client, please contact ‘your helpdesk’ to do 

this. 

2.2 User Roles & Access Levels 
eReferral Client has 9 different user roles/security groups: 

Administrator, Coordinator, Service, Queue, Clinician, Reviewer, Viewer, Cancer Administrator and XML.  The 

level of access for the user roles/security groups is managed by the Administrator (Super User) 

2.2.1 Coordinator  

The Coordinator oversees the referral process and assigns each referral to the correct Clinician, Service or 

Queue. The Coordinator user will have full processing ability for all assigned specialties.  

 

2.2.2 Level of access  

The following table contains the default level of access and process when a new eReferral Client Coordinator is 

set up.  

 

Referral Client 
User 

View Print Forward Reply File 
Email 

Notification1 
Reply to GP 

Inbox2 

 
1 An email notification is received every time the referral is updated and the status is changed   
2 The referring GP is notified and a reply is sent by the relevant referral client user 
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Coordinator ✓  ✓  ✓  ✓  ✓  Yes, if set up ✓  

✓ = Yes      
 = No 

3 GETTING STARTED 

3.1 Access  

eReferral Client runs on Google Chrome or Internet Explorer.  

 

To access eReferral Client, click on the bestpractice link below 

 

1) eReferral Client TEST environment 

• https://pilot.bestpractice.org.nz 

Used for training purpose 

• https://pilot1.bestpractice.org.nz 

Is where all new enhancements are loaded and is used for User Acceptance Training (UAT) 

2) eReferral Client LIVE environment 

 https://bestpractice.org.nz 

 

4 USING THE SYSTEM 

4.1 Opening and Viewing eReferral Client 

4.1.1 Enter Username and Password 

 

 
 

 

 

 

 

 

 

https://pilot.bestpractice.org.nz/
https://pilot1.bestpractice.org.nz/
https://bestpractice.org.nz/
https://bestpractice.org.nz/
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4.1.2 Outstanding Referrals – Main Menu 

 

 
 

 
Field Name 

 
Field Description 

Not you Click to log out of application 

Change Password Change your password 

Delegate Assign delegates 

Main Menu Click to return back to the Outstanding Referrals screen 

Context Click to select Department/Service 

Print Print selected referrals 

Reply Reply to referrer 

File File referral 

Refresh Refresh details 

Show Notes Show referral note 

 

4.2 Outstanding Referrals Summary Screen 

 

 
 

 

 
Field Name 

 
Field Description 

Urgency Urgency/Priority generated by the referrer 

Status System generated status of the referral 

Date System generated Date/Time status of referral 

Service Service/Speciality referred to 

Referrer Org. Name of the organisation/Health centre 

Referrer name Name of the referrer 

Patient NHI Patient National Health Index (unique identifier) 

Patient name Patient full name 

Reason for referral Reason indicated by the referrer (free-text) 

Date queued to service System generated Date indicator when the referral was forwarded to 
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a service 

Date returned to coordinator System generated Date indicator when the referral was returned to 
the coordinator 

Triage level Triage level generated by the co-ordinator OR service specialist 

Triage queue Indicates referral is now “Queued to service” 

 

 

4.3 e-Referrals – How To 

4.3.1 Context  

Context selection box will have one or multiple department options. 

You can select a specific department OR leave the Department and Service settings as ALL applicable 

 

4.3.2 Status 

Filter unread referrals 

 
 

4.3.3 Unread 

Click on a referral to begin triaging 

 
 

 

4.3.4 View Referral Details  

Click on the  button to see the attached referral details. This will open the referral in a separate tab. 

To open the referral in a new window, right click on the View … link and select open in new window. 
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Add a Note 

Click on the blue button  beside ‘Notes’ to add a note for the Coordinator (please note that the 

Coordinator will not receive a notification when a note is added. If the note is urgent, it should be 

communicated via email or phone) 

 

Audit Trail 

Shows who has accessed the referral, when it was accessed and any comments between the Coordinator and 

Referrer 
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4.3.5 Check referral details 

Please ensure all data is accurate and patient is eligible for treatment. 

 
 

Click the X to close 
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4.3.6 Reply to referrer – Accept/Decline referral 

Click on the Reply button 

Reply message will go back to the referrer. 

 
Triage status will change to “Replied” 

4.4 Forward 
Forward allows the user to forward eReferral to another service 

Triage status will change to “Redirected” 

 

4.5 Queue 
Queue allows the user to forward the referral to the service specific queue 

Triage status will change to “Queued” 

 



   

eReferral Client - Coordinator User Manual Page 11 of 21 version 21/08/2020 

4.5.1 Practitioner/Clinician – Service Queue 

 

Coordinator 

Coordinator function allows the practitioner/clinician to send the referral back to the coordinator. 

Referral will be removed from the Practitioner/Clinician queue 

Referral will acquire “Returned” status 

 
 

4.6 File 

File will allow you to file the referral once you are finished with processing it. This will remove the 

referral from the eReferral client view. However, you can retrieve it by searching by “including filed” 

or “actioned by me” enhanced search options. 

 

 
 

Click on File 

 
 

Click OK & Click Close 
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Refresh page 

Result: eReferral task has been filed 

 
 

Click on Extended Search 

 
 

 
 

 

5 eReferral Client features 

 

New Referral Alert 

A red alert will flash across the screen when a new referral has arrived. This alert will only occur if the user is 

currently logged in. 

 

Viewing referrals in edit mode 
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All referrals will be opened in edit mode.  The status of the referral will update as per current state, depending 

on the action of the user.  

 

Referral Summary Alert  

When launching the eReferral Client, an alert will appear if there are active eReferrals (i.e. not filed) for the 

current patient. 

 

Visibility of Referral 

Users can view all referrals that they have actioned on an ongoing basis. By default, those that have been 

actioned should not display within their queue, however will be accessible via the search function. 

 

5.1 Sorting and Filtering eReferrals using the Column Headings 

 
 

Sorting and filtering can both be done through the column headings: 

1. To Sort, hover over the column header icon that you wish to sort and click on it. To revert to original 

setting click on it again.  

2. To Filter, in the column header, click on  and select the criteria that you wish to appear in the 

results  

3. Click OK  

4. To remove the filter click on , click Clear then OK 

 

5.2 Status of the referral  

5.2.1 Urgency Colours 

Urgency column is an indicator of the urgency generated by the referrer.  

Urgency Colour  Annotation 

       Orange Urgent 

       Yellow Semi-Urgent 
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       Green Routine 

       Purple High suspicion of cancer 

       Red Acute 

       Grey Advice only 

 Number of attachments 

 Queued to provider  
Note: You can hover over the coloured box to show urgency and priority label 

 

 

 

  

5.2.2 Referral Status Messages  

Each referral has a status assigned to it. This status of the referral will update as per current state, depending 

on the action of the user. Referral status changes can be viewed in the referral audit trail.  

Referral 
Status 

Action 
Displayed on 

eReferral Client 

Displayed on 
eReferral form in the 

patient record 
Unread User has been notified but no 

action has been taken 
Unread Awaiting processing 

Read User highlights referral row and 
clicks to open in edit-mode 
(default) 

Read Read 
Show time and date 

Printed User prints from patient audit 
OR ticks box next to referral 
line and clicks print to bulk 
print 

Printed Printed 
Show time and date 

Replied User has redirected the referral 
back to Coordinator with a 
reply 

Replied Replied 
Show time and date 
(subject of reply) 

Queued Coordinator allocates referral Queued to (Name of Queued 

 # 

 Q 
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Referral 
Status 

Action 
Displayed on 

eReferral Client 

Displayed on 
eReferral form in the 

patient record 
to a Queue endpoint to be 
processed 

Service) Show time and date 
Queued to (name of 
Service/Department) 

Redirected User redirects referral to 
another Service/Specialty 
(“Assign to other 
Centres/Specialties” box must 
be set up and ticked) 

Redirected Redirected to (Name of 
Service/Department) 

Returned Queue has completed 
processing referral and it is 
returned to Coordinator 

Returned Returned 
Show time and date 

Filed - Read Read a filed eReferral Filed Read – Historic date 

Filed - Reply Reply to a filed eReferral Remains Filed Replied 

Filed - Redirect Redirect a filed eReferral Redirected remains 
Filed 

 

Upgraded Referral administrators 
upgrade the urgency allocated 
by the referrer, prior to triage 

Upgraded Upgraded 
Show time and date 
(Referral upgraded from 
‘old urgency status’ to 
‘new urgency status’ 

Downgraded Referral administrators 
downgrade the urgency 
allocated by the referrer, prior 
to triage 

Downgraded Downgraded 
Show time and date 
(Referral upgraded from 
‘old urgency status’ to 
‘new urgency status’ 

Viewed User views the referral in read-
only mode 

Viewed Viewed 

Recalled Triage Clinicians recall a 
referral which was sent in error 
to another Clinician or 
Administrator. Referrals with 
the status Filed (modified by 
administrator will not be able 
to be recalled. Referrals can be 
retrieved up to the point where 
the referral is modified by an 
Administrator 

Recalled  

Pending 
Information 

Triage Clinicians request the 
referrer to provide further 
information. Clinician selects 
‘other’ button on the eTriage 
pop up to generate RSD 
message 

Pending Information  

Information 
Provided 

Referrer amends information 
on original referral as a result 
of Triage Clinician request to 
referrer to provide further 
information. Referrer clicks on 

Information 
Provided 
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Referral 
Status 

Action 
Displayed on 

eReferral Client 

Displayed on 
eReferral form in the 

patient record 
Settings—Message Logging – 
Clicks on ‘?’ icon 

Queried Referral Administrator returns 
a referral to a Clinician or 
Service Queue for further 
clarification on their decision or 
to ask a question about a 
referral – without a reply being 
sent back to the referrer 

Queried Queried (Name of 
Service) Triage 

Answered Clinician or Service Queue 
answers to a returned referral 
without a reply being sent back 
to the referrer 

Answered Answered (Name of 
Service) Triage 

 

5.3 Delegating eReferrals  

The ‘Delegate’ button allows users to grant permission for users to access other user’s eReferrals. Go to the 

Outstanding Referrals view and click on Delegate 

Click on the  to add a delegate 

 

1. Fill in the three fields and click the  to add: 

• delegated user 

• start date (a blank start date means start immediately) 

• end date (a blank end date means delegate indefinitely)  
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2. Remove a delegate by clicking on the  

 
 

 

5.4 Search for Referrals 

5.4.1 Quick Search  

1. Enter the referral you are searching for into the search bar  

2. Execute using one of the following mechanisms 

▪ Hit enter on keyboard 

▪ Click on the search icon  

▪ Click the submit button  

 

 
 

5.4.2 Extended Search 

1. Click on the  icon beside the search bar to navigate to the Extended Search 

2. Filter by one or more of the search options  
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3. Execute using one of the following mechanisms 

▪ Hit enter on keyboard 

▪ Click on the search icon  

▪ Click the submit button  

 
 

5.4.3 Useful extended search functions: 

 

1. Include Filed referrals allows you to look at referrals including those that that have dropped off your 

list because they have been Filed. 

2. Exclude all replied referrals allows you to remove referrals you have replied to already 

3. Actioned by me option allows you to look for all referrals that you have been involved with including 

those in the past 

 

5.4.4 Favourite search 

Any user is able to create, name and save favourite searches to be used at a later stage (maximum of 10).   

Users can modify and delete any saved searches. 

1. Go to the extended search  

2. Enter a new favourite search  



   

eReferral Client - Coordinator User Manual Page 19 of 21 version 21/08/2020 

 
 

To add a Favourite search to a list 

1. Go to Enter a new favourite search option 

2. Choose search options and name the search i.e. Audiology then click the  

3. Select a position on the drop down list 

 
 

Removing a Favourite search 

1. Before extended search is opened, go to select a favourite search 

2. Use the arrow to get the list of saved favourites 

3. Choose the option you want to deleted by clicking on the X 
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5.4.5 Other Functions 

Refresh allows the user to refresh the client list. 

Actioned by me search options. 

Last Referrals will allow user to retrieve recently worked with referrals (maximum of 30): 

 

 
 

6 Security 

The e-Referral client now has additional security features which are described below: 

6.1 Session locking 

User sessions must be locked after a maximum of 15 minutes of system or user inactivity.  The lock should be 
configured in such a way as to completely conceal all information on screen (i.e. BPAC). Users shall be 
required to re-authenticate themselves to unlock the session. Users shall not be able to disable the session 
locking mechanism via user role maintenance. In addition, session locking is to be provided for by manual 
user activation.  

6.2 Suspension of access 

System lock must be activated on user accounts following three failed login attempts. System 
administrators/Designated Super Users have the ability to reset locked accounts in these situations.  

6.3 Password requirement 

These password standards are: 
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• at least eight characters in length  

• Contains characters from three of the following four categories:  

o English upper case letters (A through Z)  

o English lower case letters (a through z)  

o Base 10 digits (0 through 9)  

o Non-alphabetic characters (for example: !, $, #, %) 

6.4 Change password 

 

You must follow the prescribed format for passwords as stipulated in the password requirements 

 

 

6.5 Help Desk 

Please contact your Super User as a first point of contact. 


