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For eReferral training support, please contact the eHealth Services team by email (cHealthProviderSupport@gov.ab.ca)
or telephone: 1-855-643-8649 (Monday - Friday; 8:15 a.m. — 4:30 p.m.).

If you are a community user and need Alberta Netcare Portal support, contact the Alberta Netcare Provincial Help Desk
at 1-877-931-1638. Important note: The Alberta Netcare Provincial Help Desk is only for Alberta Netcare Portal
technical support and password resets.

If you are an Alberta Health Services (AHS) user, contact the AHS IT Service Desk at 1-877-311-4300.

For general eReferral inquiries, please contact the AHS Access Improvement team by email (access.ereferral@ahs.ca).

Are we missing something in this user guide? Email access.ereferral@ahs.ca with your suggestions for future additions.

Important note: All patient information included in this User Guide is fictional and for example purposes only.

Anything accessed under YOUR Alberta Netcare Portal user name and password is your responsibility.

Remember that it is important to ONLY access the patient data you need to complete your job; you should not
access your family, friends, neighbours, coworkers or even your own data.

October 2024 Page | 3 5.2
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1.0 Welcome to eReferral

Alberta Netcare eReferral, known as eReferral for short, is a paperless referral management system within the
Alberta Netcare Portal that allows physicians and their support staff to create, submit, track, and manage referral
requests electronically. eReferral started in 2014 with three early adopter groups and has grown to more than 40
specialty areas across Alberta.

With eReferral, referring providers can:

e Create eConsults (previously called Advice Requests), which are non-urgent requests for advice
answered by specialists within five calendar days.

e Create Referrals (previously called Consult Requests), which are non-urgent requests for an in-person
specialist appointment.

¢ Provide Clerical and Clinical Triage to ensure the referral is complete and all required patient information
is contained within the referral.

e Manage Appointments and track booked, attended, and missed appointments.

For more information about eReferral, go to the

1.1 Accessing eReferral - Alberta Netcare Portal Basics

e To login to the Alberta Netcare Portal from an Alberta Health Services (AHS) facility, go to:
. Enter your username and password and click

For additional Alberta Netcare Portal instructions, visit the

e To login from a remote site using a fob, go to: . Enter your username
and passcode (PIN+Tokencode) and press

October 2024 Page | 4 5.2
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Login to the Alberta Netcare Portal to access the eReferral homepage from the menu on the left side.

Alberta 'y -3 Lol & ~ | LoGOoUT
Netcare "
«
- COMMON Triage Referrals S for a Patlent
My Details Pat Saarch Select 3
i Patient Searc Select a ~
S — Triage Referrals
Manage Notifications dentifier
Requests Total Referrals eConsults
» FAVOURITES dentifier PHN/ULI v
Drafts - 2 1 1 Type
» SEARCHES
\ndelivered 0 0 0 Last Name Date Of - Month— +
- EREFERRAL Action Required £} 2 1 1 Birth
My Referrals _
X Triage 16 12 4 First Name Sex All Female Male X
Triage Referrals
Wai
My Assigned Referrals Waiting for Response El 2 1 . o
Wai . A Middle one
?Eta“m Services Waiting for AppointmentWaitlisted 6 6 - Namefinitia Number
atalogue . ~
it = 2 Search Tip : An identifier search is
» EREFERRAL REPORTS Scheduled 3 3 - - recommended. For name search, please
enter the complete last name, complete
» PATIENT LISTS. Completed/Cancelled/Declined 22 18 4 first name and date of birth.
» NOTIFICATIONS . Clear G‘J
» CLINICAL ETOOLS Retang
D Enter search criteria above and click 'Search
» RESOURCES
» ESIGNATURE
Enter the Referral Id from your email notification and click
» MESSAGING “Search'

The elements below are visible on the eReferral homepage:

1. Clinical Portal Menu — Access information like My Details, patient searches and eReferral.
Referral Dashboards — Shows a running total of eReferral requests by state.
Referral ID Search — Search for a specific eReferral request.

Login/Logout Information and Homepage through the Global Menu — Including login name,
notifications, Homepage link, Global Menu.

5. Patient Search — Search for a patient using their name, Unique Lifetime Identifier (ULI) or Personal
Health Number.

P wbd

2.1 Customizing the Homepage

Your Homepage can be customized to view your most frequently used dashboards immediately when you log
into the Alberta Netcare Portal:

a. Click the Home icon in the Global Menu.

= # Lo LOGOUT

& Twenty Training -

b. Scroll to the bottom of the Homepage and click Configure Layout.

October 2024 Page | 5 5.2
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Triage Ref

Triage Referrals

Requests

Drafis

Undeliverad

Action Required )

Triage

Waiting for Response

\Waiting for Appointment/\Waitlisted
Deferred

Scheduled

Completed/Cancelled/Declined

Referral
D

‘Search'.

Configure Layout

Total Referrals eConsults

0 0 0
0 0 0
2 1 1
13 9 4
4 1 3
5 5 -
0 0 =
3 3 -
14 12 2

4 IS »

Enter the Referral Id from your email notification and click

Search for a Patient
Patient Search
dentifier

dentifier PHN /UL

Type

Last Name Date Of
Birth

First Name Sex

Middle Phone

Name/Initial Number

Enter search criteria above and click 'Search’

Select a favouriie search w

w
- Month - ~||vea
All Female Male X

Search Tip : An identifier searchis
recommended. For name search, please
enter the complete last name, complata
first name and date of birth.

carch |®

c. Divide the Homepage into the desired sections. Add a new section to the right or below. For
example, you can select Search for Patient and My Referrals.

Search for a

Patient v =

(+) New Section to the Right

L'-I-' MNew Section Below

Update Layout Discard Changes = Reset to Defaults

My Referrals [v]| L)

(+) New Section to the Right

(#) New Section Below

d. Scroll to the bottom of the page and click Update Layout to save the configuration. Then confirm
that the Homepage appears with the new configuration by clicking on the Home icon from the

Global Menu. A sample layout is shown below:

QOctober 2024
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Search for a Patient
Patient Search

Identifier

Identifier PHM / ULI

Type

Last Name Date Of
Birth

First Name Sex

Middle Phone

Marme/Initial Number

w
- Month - || Year
All Female Male *

Search Tip : An identifier search is
recommended. For name search, please
enter the complete last name, complete
first name and date of birth.

My Referrals

My Referrals

Requests Total Referrals eConsults
Recently Updated ] 5 1
Cancelled/Declined 13 7 6

Action Required £\ 3 1 2

Drafts 0 0 0
Undelivered 0 0 0

In Progress 43 k3| 12
Completed 2 1 1

Waiting for Response 3 3 0

QOctober 2024

Y
Clear |Enter a new favourite search ®
Enter search criteria above and click 'Search’ i
Enter a new favourite search | -
Enter the Referral Id from your email notification and click
‘Search’.
Page | 7 5.2
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2.2 eReferral Menu and Dashboards

eReferral functions are listed in the Clinical Portal Menu on the left-hand side of your screen. Items listed vary
depending on your user role; you may see some or all the following items.

Providers can view a list of eConsults and Referrals they have created themselves or on behalf of another

User Guide

provider through the dashboards within eReferral. The Triage Referrals dashboard shown below is an example.

Triage users can view all eReferral requests in all the dashboards.

&

» COMMON Triage Referrals
» FAVOURITES
Requests Total Referrals eConsulis
» SEARCHES
Drafts 0 0 0
~ EREFERRAL Undelivered 0 0 0

My Referrals

e — Action Required  J} 2 1 1

My Assigned Referrals Triage 139 4
Health Services Waiting for Response 4 1 3
Catalogue
Waiting for AppointmentWaitlisted 5 5
+ EREFERRAL REPORTS
Deferred 0 0
» PATIENT LISTS Schaduled 3 3
* NOTIFICATIONS Completad/Cancelled/Declined 14 12 2
» CLINICAL ETOOLS
r
* RESOURCES Referral
D

» ESIGNATURE

Reset

Enter the Referral Id from your email notification and click

'Search’.

Within each dashboard, there are worklists that can be used to view or add more referral details, see status,
assigned to, etc.

October 2024 Page | 8
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2.3 Types of eReferral Dashboards

My Referrals

My Referrals
Providers can view a list of eConsult and/or Referrals they have

In Prog

Compld  Requesis

Triage Referrals

Total Referrals eConsults

Requests fotal Referrals eConsults | | created themselves or on behalf of another provider through this
Recently Updated 23 19 4 dashboard. All eReferral providers have access to this
Cancelled/Declined 1 10 dashboard.

Action Required 1 1 0

Drafts 1 0 1

Undeli

Triage Referral

Receiving providers and those working on behalf of
receiving providers can view all the eConsult and/or

October 2024

iti Drafts 1 (1] 1 R L. X .
Waiting Referrals submitted to their site using this
Undelivered o0 0 dashboard. Only providers set up with triage access
Action Required 5 4 1 can see this dashboard.
Triage 14 10 4
Waiting for Response 2 1 1
Waiting for My ASSIgﬂEd REfEﬂ'E'S |\/|y Assigned Referrals
Deferred - . Providers who need to respond to an
Requests otal Referrals eConsults
Scheduled eConsult and/or Referrals that has been
Comolated Action Required 2 1 1 specifically assigned to them can view a
s Open eConsults 4 0 4 list thrqugh this dashboard. iny receiving
\Weiking for AvoktmentWallsted | 1 ; . or receiving on behalf of providers can
Col e access this dashboard.
Scheduled 2 2
Completed/ _
e | TY1age Referrals
g If there is an eConsult that is still
Waiting for | Raquests Total Referrals  eConsults open or needs attention, then
Deferred | pratis 1 0 - both the Action Required _and
Open Advice Requests will show
Undelivered ¢ |0 0 warning signs as a reminder.
Action Required 5 4 1
Triage 14 10 4
waiting| My Assigned Referrals
Waiting
Requests Total Referrals eConsults
Deferred
Action Required 2 1 1
Schedul
Open eConsults 4 0 4
Comple
Waiting for AppointmentWaitlisted 1 1 0
Scheduled 2 2 -
Completed/Cancelled/Declined 5 3 2
Triage 4 1 3
Waiting for Response 1 1 0
Deferred ] 0 -

Page | 9
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2.4 Referral Worklists

Each dashboard is broken down into worklists based on the status of each request. Each worklist has the same
headings (e.g., Total, Referrals and eConsults) but the items found in each list will vary.

My Assigned Referrals
Requests Total Refemrals  eConsults
Action Required £} 1 0 1
Open eConsults 1 0 1
Waiting for Appointment/Waitlisted 1 1 0
Scheduled 2 2 -
Completed/Cancelled/Declined 1 1 0
Triage 2 1 1
\Waiting for Response 1 1 0
Deferred 0 0 -

My Referrals Triage Referrals
Requests Total Referrals  eConsults Requests Total = Referrals | eConsults
Recently Updated i} & 1 Drafts 0 0 0
Cancelled/Declined 13 7 1 Undelivered 0 0 0
Action Required  /fh 3 1 2 Action Reguired £ 2 1 1
Drafts 0 0 0 Triage 13 9 4
Undelivered 0 0 0 Waiting for Response 4 1 3
In Progress 43 0 12 Waiting for Appointment/Waitiisted 5 5 -
Completed 2 1 1 Deferred 0 0 =
\Waiting for Response 3 3 0 Scheduled 3 3 -
Completed/Cancelled/Declined 14 12 2
Each worklist has a Referral ID feature:
T
» COMMON My Referrals
» FAVOURITES
Requests Total Referrals eConsulis
» SEARCHES
Recently Updated 6 5 1
EEREEERRAL Cancelled/Declined 13 7 6
My Referrals
- Action Required 44 3 1 2
Triage Referrals
My Assigned Referrals Drafa B . -
Health Services Undelivered 0 0 0
e In Progress 43 31 12
» EREFERRAL REPORTS Completed 2 1 1
» PATIENT LISTS Waiting for Response 3 3 0
» NOTIFICATIONS
Select a favou -
» CLINICAL ETOOLS
Referral ||
» RESOURCES D
» ESIGNATURE
» MESSAGING e te search |® -

Enter the Referral Id from your email notif

cation and click

QOctober 2024
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Each referral request submitted is
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identifier (e.g., RFS-AAB-000000)
which is helpful when looking for a
specific eConsult or Referral for a
patient or when using your
eReferral Provider Notifications.
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To use this feature, enter the 12 letter/number Referral 1D into the search box and click Search. The referral will

open in a new window.

Appointment Booked Referral Arthritis of hip Orthopaedic Surgery hd
Triage Site Edmonton FAST Orthopaedics CAT  Submitted 13-Mar-2024 10:41 AM
eReferral ID RFS-AAD-938541

Orthopaedic Surgery Request for Service
Patient Details Referral Details Referral Requirements Providers

Exclusions 1. Infection
2. Dislocation

Patient Information PHMN/ULI- 97425-3514 Name: EREFERRAL, Two b Sex: F DOB: 12-Jan-
1970
Request Created For Arthritis of hip - Edmonton FAST Orthopaedics CAT

Clinical Pathway URL

Who has been Patient
informed?
QuRE Reference

The information captured in this form is based on the Quality Referral
Pocket checklist. (www.ahs.ca/QuRE)

Patient Details

Patient Preferences Next Available Provider

People
Referrer & Out of Province Provider

Service Provider & Dr

Linked Referrals ~
RFS-AAD-938029  Kaye Edmonton Clinic -
Dianne and Irving Kipnes Urology Centre

REDIRECTED

Show this patient's other referrals w
ral Attachments
There are no attachments for this referral.

Choose a file...

There are no notes for this referral.

Activity Show Notes Cnly ¥

Appointment Booked
Hide Form
Appointment Date  25-Apr-2024 09:00

Appointment Type Consult

2.5 Health Services Catalogue

The Health Services Catalogue (HSC) provides detailed information about available eReferral specialties and
their accepted Referral Reason. A customized clinical pathway may also be available for each specialty/referral
reason. You can search the HSC when creating an eConsult or a Referral. Approximate wait times can be viewed

here if available.

a. Open the Clinical Portal Menu. Click eReferral then Health Services Catalogue.

b. Search or use the filter options as per the example below or when creating an eConsult and/or a
Referral. To search, enter three (3) or more characters and choose an option from the drop-down list.

c. You can browse the HSC to select a Referral Reason when creating a referral. You can further refine
your search by Request Type, Specialty, Referral Reason, Triage Site and Zone(s) Served. Click

next to the Zone(s) Served to ensure options displayed are for the correct zone.

+)
Zone(s) | ERIEE a|®
served

d. Approximate Wait Time (if available) is displayed. For eConsults, this is within five (5) calendar days.
For Referrals, this date is self-reported by the specialist and/or service and will vary by specialty and

referral reason.

October 2024 Page | 11
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& @ i Health Services Catalogue
+ FAVOURITES Referra Hematuria gross Q Spedialty | | Urology
Reason
R Request Referral v Zone(s) Edmonton (%)
i o L)
~ EREFERRAL Type Seneg
My Referrals
Triage Referrals ;E:ge Q City
My Assigned Referrals
Health Services
Catalogue
» EREFERRAL REPORTS Reset |Enter a new favourite search |\&/
* PATIENT LISTS Referral Request Specialty | Triage Site Cin Clinical Approximate Wait | Zone(s)
Reason Type f ¥ & Y Pathways Served
» CLINICAL ETOOLS
Hematuria Referral Urology  Kaye Edmonton Clinic - Dianne and Edmonton 14 Calendar Days ~ Edmonton
* NOTIFICATIONS gross Irving Kipnes Urclogy Centre @
» RESOURCES

e. Click the Clinical Pathway icon. Clinical Pathways are trusted, evidence-informed clinical, patient and
referral pathways. These pathways are co-designed by patients, primary care, and specialty care

providers.

f.  Scroll down to the Select a Topic section.

Select a Topic

All Resources

Addiction & Mental Health

Cardiology

COVID-19

Infectious Disease

Gastroenterology

General Surgery

Gynecology

Endocrinology

New Pathways

Hepatology Multimorbidity Nephrology
Neurology Oncology Oral Maxillofacial
Orthopedics Otolaryngology Respirology
Rheumatology Vascular

g. Scroll through the results to locate the pathway you require.

h. Click the button located on the right to view the pathway.

Urology, Adult Referral Pathway

Zone: Provincial Specialty(ies): Urology

> ]

Pathway Type: Referral Pathway

Last Reviewed: 2023-05 | Provide Feedback

i.  Note that many pathways contain multiple Referral Reasons. You may need to scroll through the
pathway to find the Referral Reason you require.

October 2024 Page | 12
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j.  Clinical Pathway links that have not been updated for specific Referral Reasons will display a popup
window with a link to access the Clinical Pathway.

Clinical Pathways Have Moved!

Clinical pathways help provide a set of actions for primary care providers to manage care options in the
community. To find a clinical pathway, go to Alberta’s Pathway Hub at|albertapathways.ca.

If you have any questions, or need support, please email access.ereferral@ahs.ca.

NOar=4 Go to albertapathways.ca for a list of clinical pathways.

October 2024 Page | 13 5.2
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2.7  Setting a Favourite Search

When using the Alberta Netcare Portal and eReferral, you can save a favourite search to access information
quickly. For example, if you are a triage user who triages Referrals, you can set up the following favourite search:

a. Open the Triage worklist from the Triage Referrals dashboard.

Triage Referrals

Requests Total Referrals eConsults
Drafts 0 0 0
Undelivered 0 0 0

Action Required 2 1 1

Triage 13 9 4

Waiting for Response 4 1 3

Waiting for Appointment/\Waitlistad 5 5

Deferred 0 0

Scheduled 3 3
Completed/Cancelled/Declined 14 12 2

b. Click the beside the status types you do not want to be included in your search.

Stats

Clinical Triage in Progress %)
Waiting for Clinical Triage (%)

(*) Add

c. Select Waiting for Clinical Triage as the status and Referral as the Request Type. The referral
Received Date has a system default date of a one-month timeframe. Clear this field if you wish to view all
referrals based on your selected filter(s).

d. Click Search.

e. Inthe Enter a new favourite search field, use the text box to give the search a name (i.e., Waiting for
Clinical Triage search).

®

icon to save your favourite. Now, when you open your Triage worklist, you can select your

favourite search from the drop-down menu in the top right-hand corner to execute a search using those

f. Click the
criteria.
October 2024
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riage

i

s Triage
Received Date

Referral
Reason

Specialty

Triage Site

Service

Provider

External Triage
Site

Status

03-Fep-2024 [@| 1o [m]

Pl LR P [P

Waiting for Clinical Triage ()

(+) Add

Clear Received Date before entering new search criteria.

Reset | Referrals - Waiting Clin Triage |'¥

PHN/UL

Patient First
Name

Patient Last
Name

Request Type Referral

Referral ID
Priority

Exclude Waiting [
for Response

Show Referrals  [J
for Review

g. Click the drop-down menu in the top right-hand corner to execute a search with those criteria.

riage: Triage

. - & to @ _ Select a favourite search
eceived D. 3-Feb-20: I
eceived Date | 03-Feb-2024 S Clerical Triage In Progress
Referral Q Patient First Referrals - Waiting Clin Triage
Reason Name
Spedialty Q Patient Last

MName
Triage Site Q Request Type Referral «

<1®

h. Click Reset to all filters.

Status

Accepted (¥) Appointment Missed (X)

Clerical Triage in Prograss (%)
Clinical Triage in Progress (%)
Respanse in Progress (X)

Waiting for Clinical Triage ()

*) Add

Clear Received Date before entering new search critericl.

Redirected (%)

2.8 Accessing Netcare from Connect Care

Connect Care users accessing Netcare through Connect Care have full use of their assigned Netcare user role
permissions. Access via Connect Care is no longer restricted to view-only. This new function allows for full access
to the patient’s record in Netcare, including referrals.

a. Login to Connect Care.

b. Access your Patient List.

c. Double click on the patient’s name to open the chart.

QOctober 2024
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d. Hover over Other Clinical Systems located on the Storyboard (left hand panel) and click Launch
Netcare.
e You can also access Netcare by clicking More located on the main toolbar and
selecting Launch Netcare then click on the patient’'s name displayed.
e Your screen view may vary depending on your Netcare configuration.
e. Click View Referral to see the patient’s referrals (Draft, In Progress, Completed/Cancelled/
Declined.
EREFERRAL, TWO B uL 100008114 3¢ a Do
pateoFeIRTH 12-Jan-1970 (54y)  s=x F
PATIENT PRIMARY ADDRESS @ PATIENT MAILING ADDRESS @ PATIENT HOME 403 475 -1
= o Limited Documents All Documents Flowsheets _ Patient Event History & Immunization History Medications ,Eg Create Referrals 2, View Referral B
Clinical Documents © G patlent Demographics
Showing Al Mark All As Read
Group By Category SortBy Date EREFERRAL., Two B
Qllc Daie Of Birth  12-Jan-1970 Home Phone
Read Unread
: Age 54 years Work Phone | (587)333-0000
A Sy Sex F CellAlternate Phone 5874440000
@ Medication Profile
B¢ Pharmacy Care Plan Eligibility Start Date
% BPMH Form - Medication Reconciliation Note: Future-dated and biank eligibility start dates showid be confirmed in Person Direclory.
¥ Referrals - In Progress (12/ 13) Address (Primary)
» Consultations (1) . AB, CANADA, T6Y 1C5
f. Click on an eConsult or a Referral to open it to access the workflow. This example is using an eConsult
(previously called an Advice Request).
EREFERRAL, TWO B uu 100008114 3¢ @A [0 0 & TwentySixTraining ¥ | LOGOUT
pateoFsiRTH 12-Jan-1970 (54y)  s=x F
PATIENT PRIMARY ADDRESS @ PATIENT MAILING ADDRESS @ paTIENT HOME 403 475 -1685 @
=  J Limited Documents All Documents  Flowsheets _  Patient Event History & |mmunization History ~ Medications v More
Drafts
No Results Found
In Progress
Received BE v Approx
Request D Status/Status  Referral Priority | Triase Si External Service  Appointment Accepted Referring Time/Time :\’?p
Type/Referral ID I’Tilje Reason Reason riority | Iriage Site Triage Site Provider Date/Time Date (T3) Provider To Target Ti:WIte
( (days)
eConsult 0B-Apr-  Request Shoulder Orthopaedic Receiving 36/ 5
RFS-AAB-067500 2024 Additlonal issue Surgery - Provider 31 Calendar
Information Provincial | Days
Missing
information
Referral 25-Apr-  Clerlcal Eladder Calgary FAST 1as a0
RFS-AAB-067659 2024 Triage In stone Urology CAT -7 Calendar
Progress Days
Referral 23-Apr-  Clerical Hematuria Kaye 197 14
RFS-AAB-067640 2024 Triage In gross Edmonton 5 Calendar
Progress Clinic- Days
Dianne and
Inving Kipnes
Urology
Centre
The workflow is available as soon as the eConsult is opened making it easy to action an eConsult without
logging into Netcare.
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EREFERRAL, TWO B L 974253514 R <KiI=> @ Lo | & ~ | LoGout
DATE OF BIRTH —
PATIENT PRIMARY ADDRESS ¥ PATIENT MAILING ADDRESS ¢ PATIENT HOME V]
= ' Limited Documents J All Documents Flowsheets  Patient Event History & Immunization History Medications v More
Cancel | Print | Print A Advice ~ | Communication ~ | Intake ~ | Mark as Reviewed

To protect patient records, Netcare will display the following warning if you navigate away from the patient
accessed via Connect Care: “You have navigated away from the patient currently open in your
EMR. Click Return to the patient opened in your EMR”. To clear the warning, click Return to the
patient opened in your EMR or click Search for a Patient to find the patient and return to their EMR.

You hawve navigated away from the patient currently opened in your EMR. Return to the patient opened in your EMR
I
«
» COMMON Triage Referrals
+ FAVOURITES
Reguests Total  Referrals eConsults
~ SEARCHES
- Drafts 1] 0 ]
Search for a Patient
Delivery 5ite Registry Undelivered 0 0 0
(D3R) Action Required £} 7 |2 0
~ EREFERRAL Triage 12 12 0
My Referrals VVaiting for Response 3 3 0
Triage Referrals N . o
. Waiting for Appointment/\Waitlisted 3 3 -
My Assigned Referrals
Health Services [LEETED 0 0 B
Catalogue Scheduled 0 0 -
» EREFERRAL REPORTS Completed/Cancelled/Declined 1 1 0

QOctober 2024

e If you choose not to return to your EMR there is a risk of losing information entered in Netcare.

e  Opening another patient in Netcare with the original patient open in Connect Care creates an
opportunity for error. Close your Netcare session when you are finished working on the patient
before accessing another patient in Connect Care and launching Netcare.
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3.0 Setting Up My Details (For Referring and Referring On Behalf Of Providers)

Alberta Netcare Portal providers with Clinical 1, Clinical 2, Clinical 5, Clinical 10, and Clinical 12 user roles will
have access to eReferral within the Clinical Portal Menu. However, not all user roles can access all eReferral
dashboards.

3.1 Providers Submitting Referrals Themselves

If you have access to the eReferral menu and the My Referrals dashboard from the Clinical Portal Menu, you
can create/submit Referrals (previously called Consults) and eConsults (previously called Advice Requests).
Before you submit a Referral or an eConsult, your provider information must be completed in your My Details.

a. From the Clinical Portal Menu, select Common, then My Details, or click User Settings from the

Global Menu.
« Fa
= COMMON & L0 | & TwentyTraining v| Losout
My Details & User Settings
Worklists
@ Help )
Manage Motifications

b. Scroll down to the Referring Provider Referrals section. Click the magnifying glass and search for your
full name as per your health profession college registration. (Optional) Enter clinic demographics. If
entered, clinic demographics will automatically populate for your default provider into each created
eConsult or Referral. If the provider works at multiple sites, the clinic details (e.g., address, phone, and
fax number) can be left blank in My Details and then added manually on each request. You can also
manually change the default demographics within a request as needed.

Referring Provider Referrals

=]

This section must be completed to submit, manage and receive notifications
far eReferral,

- ale Entering clinic demographics

(e.g., phone number,

address, etc.) is optional but
could help the responding
sddress Line 1 [5343 Ealgary clinic to send patient
materials to you.

Ciy calgary
Postal Code TIBILY
Province Alperta
Use On Behalf Of Yes No

c. Click Update Preferences, located at the bottom at the page to save your changes.
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3.2 Submitting a Referral on Behalf of a Provider

User Guide

If you are creating/submitting referrals on behalf of a provider (e.g., another physician), you must set up your My
Details with the provider’s information.

a. Click My Details from the Clinical Portal Menu and scroll down to the Referring Provider On Behalf Of

section.

b. Click Yes nextto Use on Behalf Of.

Alberya

Netcare """

BABL TP FRLAL T A LGRS

&
* COMMON

My Details

Worklists
Manage Motifications

¢ FAVOURITES

¢ SEARCHES

+ EREFERRAL

+ EREFERRAL REPORTS
» PATIENT LISTS

¢ CLIMICAL ETOOLS

¢+ MOTIFICATIOMNS

¢ RESDURCES

¢ MESSAGING

Use On Behalf Of | Yes Mo
Referring Referring Provider On Behalf OF
Provider On
Behalf OF
Referring Dr. ()
Provider -
L) Add
Phone Mumber 780123 4587
Fax Mumber 780123 4557

Test Address

Address Line 1

Address Line 2 1234 Street
City Calgary
Postal Code Tel2Cs
Province Alberta

c. Click the Add button.

d. Enter First Name and Last Name of the provider (as per their college registration), then click Search.

The search will return selections that include Name, Provider Type, City, and Status.

P Provincial Provider Registry

First “

l

Name

Please search for a provider

Select 2 favourite search ]

Last
Mame

Reset |Enter a new favourite search |

e. Select the appropriate provider from the list. This information will automatically populate the Referring

Provider field.

f.  (Optional) Enter clinic demographics. If entered, clinic demographics will automatically populate for your
default provider into each created eConsult or Referral. If the provider works at multiple sites, the clinic

QOctober 2024
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details (e.g., address, phone, and fax number) can be left blank in My Details and then added manually
on each request. You can also manually change the default demographics within a request as needed.

g. Repeat this process for each provider you submit requests on behalf of. The first provider you have
inputted in your My Details will be the default in any future eConsults or Referrals. If you have multiple
providers entered in My Details, you can specify the appropriate provider during the request creation
process.

\@nr=4 The first provider you enter will be the default when you create a Referral or eConsult.

h. Click Update Preferences to save your changes.

3.4  Viewing Worklists from the My Referrals Dashboard

The My Referrals dashboard has worklists with eConsults and Referrals that have been created by a referring
provider or referring provider on behalf of.

\[ORF=" This dashboard is visible to anyone with the same providers entered in their My Details.

a. Select eReferral from the Clinical Portal Menu, then My Referrals to display the dashboard.

«

v COMMON My Referrals
My Details
Worklists Requests Total Referrals | eConsults
Manage Notifications Recently Updated 3 5 3
el Cancelled/Declined 13 7 6
» SEARCHES Action Required J 2 1 1
~ EREFERRAL Dratfts o0 0
My Referrals Undelivered 0 0 0
B In Progress 44 32 12
My Assigned Referrals
Completed 3 1 2
Health Services
Catalogue Waiting for Response 3 3 0

b. From there, click to access any of the following worklists:

o Recently Updated — These are requests that have had recent activity. You can set the date
ranges you wish to filter for Recently Updated. You can also set the Show Recently
Updated timeframe in My Details — Referring Provider Referrals and Referring Provider
Referrals On Behalf Of.

o Cancelled/Declined — These are requests that were not accepted by the specialty.

o Action Required — These are requests requiring information. This information can be
requested by triage or by the receiving provider. If you are a triage user, this can also indicate
that the referring provider has added new information to a request or asked for additional
information.
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Drafts — These are incomplete requests (i.e., not submitted) that are a work in progress and
may be shared with other members of a team who can also work on them.

Undelivered — These are referrals that failed to be sent because of a technical problem.
eReferral requests are normally delivered instantaneously. If you see a request on this list,
you should contact the Alberta Netcare Provincial Help Desk at 1-877-931-1638 if you are a
community user or the AHS IT Service Desk at 1-877-311-4300 if you are an AHS employee
to investigate.

In Progress — These are requests that have been submitted and are being processed by the
specialty.

Completed — These are requests that the specialty has finished processing and has marked
as complete.

Waiting for Response — These are requests that are waiting for a response. If you have sent
an eConsult or a Referral requesting additional information from the specialty, the request will
stay on the Waiting for Response worklist until it has been replied to. The request will also
appear on the receiving providers \Waiting for Response worklist.

c. Sort or search a worklist to find specific referrals. This includes by Referral Reason, Specialty, Triage
Site, Service Provider, Referring Provider, Priority, and the patient’'s name and/or their PHN/ULI.

rrer: In Progress

Received Date @ to @A PHMN/UL
Referra Q Patient First
Reason Mame
Specialty Q Patient Last
Mame
Triage Site Q Request Type v
Q Referral ID
Q External Triage Q
Site
hd Show Referrals [
for Review

Status Accepted (X)  Appointment Booked (X)  Appointment Missed (%)
Cancelled (%)  Clerical Triage in Progress (%)
Clinical Triage in Progress (¥, Completed (%) Declined (%)
Deferred (X) Redirected (%) Request Additional Infarmation (%)
Response in Progress (¥)  Waiting for Appaintment (%)

Waiting for Clinical Triage (%) Waitlisted (%)

) Add
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4.0

4.1

eConsult Actions (For Referring & Referring On Behalf Of Providers)

Create an eConsult

An eConsult (previously called an Advice Request) can be used when clinicians seek specialty advice for a non-
urgent question or if they are unsure if a referral would be appropriate. In many cases, an eConsult may be all you
need to manage your patient in their medical home. Before you submit a request, your Referring/Referring on

Behalf of information must be

completed in your My Details.

From the Clinical Portal Menu, go to Searches. You can search for your patient using their first and last

a.
name or their Personal Health Number (PHN) or their Unique Lifetime Identifier (ULI).
b. Press Search to bring up a list.
€ Datiant Sesrch Select & favol
» COMMON Stient searc
+ FAVOURITES dentifier 474253514
dentifie /
- SEARCHES Tl:jjt fier PHN / ULI et
Search for a Patient =
Delivery Site Registry Last Name | ereferral Date Of —~Month - v
(DSR) Birth
» EREFERRAL First Name |two Sex All Female Male X
» EREFERRAL REPORTS Middle Phone
Name/Initial Number
R E RSN Search Tip : An identifier search is
recommended. For name search, please
P LSRG enter the complete last name, complete
T ET TS first name and date of birth.
* RESOURCES Clear @
* ESIGNATURE PHN / UL Name Date Of Birth Age Sex  Address Town/City
MESSAGING
' 07425-3514 EREFERRAL, Two B 12-)an-1870 54 years F Calgary
c. Click the patient from the populated list to open the patient’s Electronic Health Record (EHR).
d. Click Create Referrals from the Context Menu.
. EREFERRAL, Two B uu 974253514 9 A Lo & shaunaf
DATE OF BIRTH 12-]an-1970 (54y)  sex F
PATIENT PRIMARY ADDRESS 9 PATIENT MAILING ADDRESS @ PATIENT HOME
= 2 Limited Documents All Documents Flowsheets Patient Event History & Immunization History Medications ‘}g Create Referrals i, View Referral
Clinical Documents Lol v] Patient Demographics
Showing Al Mark All As Read )
Group By Category SortBy Date EREFERRAL, Two B
Q ¢ Date Of Birth  12-Jan-1970 Home Phone
Read | Unread Age 54 years Work Phone
namic Patient Summary Sex F Cell/Altemnate Phone
@ Medication Profile A
Re Pharmacy Care Plan Eligibility Start Date
&~ BPMH Form - Medication Reconcilia Note: Future-dated and blank eligibility start dates should be confirmed in Person Directory.
Referrals - In Progress (10/13) Address (Primary)
Referrals - Completed/Cancelled| 1\ ccs (Mailing) Ave Nw Calgary
e. Enter areason in the Referral Reason field. You can start typing the reason to see what selections are

available.

October 2024
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f.  Select eConsult as the Request Type.
g. Enterthe Specialty. You can start typing the name of the specialty to see a list.

h. Enterthe Zone(s) Served. This is the Zone(s) that the specialty provides services to. Some specialties
offer services to multiple Zones.

i. Enter the City if necessary.

j. Click Search for Options to see a list matching your Referral Reason criteria. A list of Drafts, In
Progress and Completed/Cancelled/Declined eConsults and Referrals are also shown.

Q [ POON .J CrIneosedic Surgery Q
[Tonesi | [cagary Qe
fsoes |
Q Q
DO e eCons ;":’*9 _::,\:,f Surpery - Qf S Calencar Days ;‘,‘:‘ Corerai, Eamanton, Norm:
A ¢:c‘.:n nd
L .
Referral 10500 0O T 200 @
BFSAAD 2024 2024
Referral 08300 dduys 1] ¥
RFCAAR 2024
Refecrat 10-4arr Racovng 1040 s
RFS-AAD 2028 Provider
Referral 1 week Y
RFS-AAB W
— - —
\ 1
Concelled WDy Cagary FAST Recenang doups 104002024
FESAAD- Feterrd 7O of \ree Oronopaecs Prowder Trree
e ger CAT ! Trareng
resdss
. =
If the eConsult is a duplicate, the Check for duplicate referral(s) icon is shown. Hover over the

symbol to see the duplicate eConsult.
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Search for Options Reset

Referral Reason Request Type Special

‘ Shoulder issue [ | eConsult Orthop

Check for duplicate referral

Patient has existing referral(s) RFS-AAB-

L T

-

October 2

Click the Clinical Pathway icon to view detailed information to help support care decisions. If no Clinical

Pathway icon is showing, it indicates a pathway is currently not available.

Click the appropriate Referral Reason. Ensure that the Request Type field indicates eConsult.

Select Flag Referral (For Referring Provider use) if you want the referring provider to be notified of the

eConsult.

Select the Received Date (T2) (For Receiving Office use only). If you are a not receiving office, leave

this blank. It will default to the current date and time. All fields marked with a red asterisk (*) are
mandatory and must be completed to submit an eConsult.

Orthopaedic Surgery Reguest for Service

Flag Referral (For
Referring
Provider use)

Receved Date 28-Dec-2023 [H||07:00 ®
(T2) (For

Receiving Office

use onlky)

A For urgent/time-sensitive help, DO NOT submit a Referral or eConsult. Instead, please call: RAAPID North @ 1-800-282-99117 / 780-735-0811
@ 1-800-667-1700 / 403-844-4486 (Red Deer, and south).

‘ ﬁ eConsult requests will be responded to within five days.

eConsult requests are for clinlcal advice only. For information on an eConsult’s status or a patient's appointment please contact the

Enter your Clinical Question.
Select the Reason.

Enter any Pertinent Information that may help the specialist answer your clinical question.

Attach any Relevant Documentation if applicable (e.g., diagnostic imaging/labs) or link documents that

are already available in Alberta Netcare in the Clinical Document Viewer (CDV) Tree.
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Request Details
Clinical Question *| | Enter the clinical question you wish 1o have addressed
Reason * O 1 am unsure if this patient requires a referral
[@]1 am seeking advice
B Clear
Pertinent
Information
Relevart Choose a file. ||Get Netcare @ Link a document
Documentation - Documents - - - S —
ile size restricted to 100MB. Multiple files can be uploaded up to Link to document(s) in the patient's clinical document tree

e Toinclude a document from your computer, select Choose a file for external attachments. This will
allow you to search on your computer. Note that the maximum file size is 100MB per file.

e Toinclude a document available in Alberta Netcare, select Link a document. A pop-up will open that
will allow you to search for the document you want to attach. You can search by Report Name or
Category and dictate the date range to search within.

- . - _ -
~Get Netcare Documents Select 3 favourite search
Report Q Category Q
Mame
Date 1month +
Range
Note: If the report you are looking for does Warning: Reports that have a Demographics
not appear in the search results then increase Mismatch are not accessible through this
the date range. search and cannot be linked to a referral.

®

Enter search criteria above and click "Search’

s. Confirm that the Referring Provider Information section is complete with the referring provider's name.
The clinic’s details will auto-populate from My Details (if added) and can be changed if needed.

t.  Scroll to the bottom of the page and click Submit to send the eConsult. Select Save as Draft if the
eConsult is incomplete or you want to return to it later. Press Cancel if you want to stop completing the
eConsult.
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Referring Provider Information
Complete the Referring Provider Referrals or Referring Provider Referrals On Behalf Of section on your My Details to display
referrals on the My Referrals dashboard and to auto complete this section each fime a referral is created.
Referring Dr. (%)
Provider *
Phone Number * | 555 555 Test Address
Fax Number 555 000 Test Line 1 Testing
Line 2
City Calgary
Province Alberta
Postal Code XN KKK
Save as Draft Cancel

4.2 Reviewing a Response from the Specialty

When a specialty responds to an eConsult, you can open it in the My Referrals dashboard. The response will
appear in the Activity section of the eConsult.

a. From the Clinical Portal Menu, click My Referrals. Click on the Completed worklist and filter on
eConsult as the Request Type

&«

~ COMMON My Referrals

My Details

Worklists Requests Total | Referrals eConsults

Manage Notifications Recently Updated 8 5 3
e Cancelled/Declined 13 7 6
» SEARCHES Action Required  f) 2 1 1
~ EREFERRAL Drafts o 0 0

My Referrals Undelivered 0 0 0

Triage Referrals In Progress 44 37 12

My Assigned Referrals

Completed 3 1 2
Health Services
Catalogue Waiting for Responsa 3 3 0

b. Scroll through the list or search for the patient.
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c. To view the response, navigate to the Activity section on the Right Panel of the eConsult. The response
can also be viewed at the bottom of the eConsult. The arrow located on the Summary Bar can be used
to expand/collapse the referral header to see more details.

e
Completed eConsult Urology issue Urology fa PEOD e
Triage Site Kaye Edmonton Clinic - Dianne and Irving Kipnes Urclogy Centre
Submitted 08-Fed-2024 12:32PM  eReferral ID RFS-AAD-935054 Referrer
& Dr.
. . L - Service Provider
Status Reason Continue Managing Within  Referred For eConsult
& Dr!
Your Scope of Practice Submitted By
Flagged for Yes .
Referrer Linked Referrals

There are no linked referrals for this referral.

: Hide this patient’s other referrals &
Urology Request for Service i

RFS-AAD-938002  Hinton Orthopedic

) Surgical Program

Patient Information PHN/ULI: 97425-3514 Name: EREFERRAL, Two b Sex: F DOB: 12-Jan-1970 CLERICAL TRIAGE IN PROGRESS
Request Created Urology issue - Kaye Edmonton Clinic - Dianne and Irving Kipnes Urology Centre

For RFS-AAD-935348  Alberta Hip and Knee

Clinic
Request Details CLERICAL TRIAGE IN PROGRESS
RFS-AAD-935062  Calgary FAST
Orthopaedics CAT

CLERICAL TRIAGE IN PROGRESS

Clinical Question Testing
Reason | am seeking advice

Pertinent —

Information RFS-AAD-936131  Calgary FAST

Orthopaedics CAT
Relevant Mo Files Gert Netcare No documents
) CANCELLED
Documentation Documents
RFS-AAD-935003  Calgary FAST Urolegy

CAT

The advice provided is based on the information that the requesting provider has submitted. It
0 is one piece of information that contributes to the overall care of the patient. Itis the

responsibility of the requesting provider to incorporate this information into the broader Activity Show Notes Only T|

knowledge of the patient context.

CLERICAL TRIAGE IN PROGRESS

Respond with Advice

REASON Continue Managing Within Your
Scope of Practice

Hide Form

Referring Provider  Dr. Set Service Provider Dr

Referring Provider Information

Advice/Response Testing

Phone Number 1 Address
Fax Mumber 1 Artach External No Files
Line 1 1
Documentys)
Line2 1
Netcare No documents
City 1 Document{s)
Province 1
Postal Cade 1 Complete Reason Continue
Managing Within
Your Scope of
Practice
Respond with Advice :is-;yi?laﬁ:l by on 05-Mar-2024
REASON Continue Managing Within Your Scope of Practice e
B Hide Form Set Service Provider
Set Service Provider Dr B Hide Form
Advice/Response  Testing Set Service Provider Dr
Last updated Dy
Attach External No Files AM
Document(s)
Request Information (from
Netcare No documents q (
Documentl(s) Referrer)
REASON Missing clear clinical question
Hide Form

Complete Reason  Continue Managing Within Your Scope of Practice

Sar Sarvics Provider

d. Review the advice/response provided and any attachments.
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4.3 Responding to a Request for Additional Information/Action Required

A triage centre or receiving provider may require additional information from you (the referring provider) before
they can complete the eConsult. Follow these instructions to add information:

a. Fromthe Clinical Portal Menu, go to My Referrals. Then open the Action Required worklist.

&,

» COMMON . My Referrals
» FAVOURITES
Requests Total Referrals eConsulis
» SEARCHES
Recently Updated 30 23 T
- EREFERRAL CancelledDeclined 2 2 0
My Referrals
: Action Required 44 4 3 1
Triage Referrals
My Assigned Referrals Drafts 1 0 1
Health Services Undelivered 0 0 0
ErE )l In Progress 28 21 T
* EREFERRAL REPORTS Completed 0 0 0
* PATIENT LISTS Waiting for Response 3 2 1

b. Select eConsult for Request Type and press Search. Click the appropriate eConsult from the list.

c. Review the Activity section located on the Right Panel of the eConsult and read the question/request
from the specialist.

d. When you are ready to respond click Respond to Receiver.

Cance Print | Print All lespond 1o Receiver

e. Type your response/additional information into the comment box, add any attachments, and click Provide
Information.

lespond to Receiver

Comment to
Receiver *

Attach Externa
Attach Externa Choose a file_..

Document(s) — S S e e

File size restricted to 100MB. Multiple files can be uploaded up fo a limit of 300MB.
Netcare (#) Link a document
Document(s)

Provide Information Cancel

e The eConsult will then be removed from your Action Required worklist within the My Referrals
dashboard.
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e For the receiving provider, a panel is displayed at the top of the Right Panel with a note identifying that
new information has been added.

Mew information has keen added to this
referral and reguires review.

4.4  Print a Copy of an eConsult

a. Locate the eConsult on the My Referrals dashboard or Triage dashboard and open it.
b. Click Print or Print All. You can also save the PDF file.

Cance Print | Print All | Respond to Receiver

=g e e - 4+ = 1 |of2 | @) | (B Q|| &

[ Print Ctrl+P
EREFERRAL, Two B L _
DOE 12-Jan-1870 (54y) SEX Female £63 Settings 4
PHMW/LILI 974253514 KFS-ARLYIO0N0E V. 4

Urology Request for Service

Status COMPLETED Triage Site Kaye Edmonton Clinic - Dianne and
Referral Reason Urology issue Irving Kipnes Urology Centre
. Submitted 20-Feb-2024 11:39 AM
Specialty Urology
eReferral ID RFS-AAD-935658

Print All: Generates a print-out of the following sections in the following order:

e eConsult Contents — The entire eConsult form will print except for free text fields that are blank.

e Support Documents — This section lists the titles of all the attached documents. This includes external
documents attached in the Right Panel or within the eConsult. It does not include linked Alberta
Netcare documents.

e Notes and Activity — All the notes (General, Clinical or Clerical) and activity that appear in the Right
Panel.

o Referral Attachments — This section displays copies of all the attached documents. This includes
external documents attached in the Right Panel or the eConsult. It does not include linked Alberta
Netcare documents.

Print: Generates a print-out of the following sections in the following order:

e eConsult Contents — See above.
e Support Documents — See above.

o Notes — All the notes (General, Clinical or Clerical) that appear in the Right Panel.
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5.0 Referral Actions (For Referring & Referring On Behalf Of Providers)

5.1 Viewing Referrals

A Referral is a request for an in-person specialist appointment. A Referral form is used for most specialties to
create a consistent referral experience.

Before submitting a referral, check to see if a similar request has already been submitted. All referrals in eReferral
are visible to authorized users within the Alberta Netcare Portal.

a. From the Clinical Portal Menu, go to Searches. You can search for your patient using their first and last
name, their Personal Health Number (PHN) or their Unique Lifetime Identifier (ULI). Click Search to bring

up a list.
L P PPy —
=T - arcn SEI1ECE d Tavour
» COMMON Stient se4rc >
» FAVOURITES dentifier 974253514
del e /
- SEARCHES TI_g"lﬂt fier PHN / ULI -
Search for a Patient =
Delivery Site Registry Last Name  |ereferral Date Of ~Month - v
(DSR) Birth
» EREFERRAL First Mame | two Sex All Female IMale X
» EREFERRAL REPORTS Middle Phone
Mare/lnitia Number

» PATIENT LISTS Search Tip : An identifier search is

recommended. For name search, please
enter the complete last name, complete
» CLINICAL ETOOLS first name and date of birth.

» RESOURCES Clear *

» ESIGNATURE

» NOTIFICATIONS

PHN / UL Name Date Of Birth Age 5ex Address Town/City

» MESSAGING
97425-3514 EREFERRAL, Two B 12-Jan-1970 54 years F Calgary

b. Select the patient from the populated list. Once the patient’s Electronic Health Record (EHR) opens, you
will see the Context Menu running along the top of the screen.

.| EREFERRAL, Two B U 974253514 ¢ A Lo & Logout
DATEOFBIRTH 12-Jan-1970 (54y)  sex F
PATIENT PRIMARY ADDRESS @ PATIENT MAILING ADDRESS @ PATIENT HOME (]
=| & Umited Documents All Documents | Flowsheets PatientEventHistory @ Immunization History ~ Medications @ CreateReferrals | o, ViewReferral | & ConnectCare

Patient Demographics

EREFERRAL, Two B

Qllc

Date Of Birth  12-Jan-1970 Home Phone
Read | Unread
Age 54 years Waork Phone
. Bynamic Patient Summary Sex F CellAltemate Phone
& Medication Profile
B¢ Pharmacy Care Flan Eligibility Start Date
. BPMH Form - Medication Reconcilia Note: Future-dated and blank eligibilify starf dafes shouid be confirmed in Person Directory.

Referrals - In Progress (10/ 15)

Referrals - Completed/Cancelled .
AH Address (Mailing)

Address (Primary)

There are two ways to view referrals from the Context Menu:
o View Referral tab (Referrals only).

e Clinical Document Viewer (CDV) Tree located in the Limited or All Documents folders.
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Click View Referral. This displays a list of the patients In Progress and Completed/Cancelled/Declined
Referrals. These are editable by referring providers and referring providers on behalf of that created them and
are read-only for all other Alberta Netcare Portal users. Draft requests are also visible, but only to those who

created them.

Mo Results Found

- Droorecs
Ogress

. — Elapsed . I
Request 32;: 5= Status/Status | Referral T Trisge Site Tlt:;:a service  Appoimtment Accepted Referring  Time/Time A\ipt o :;gg_:l spec
Type/Referral ID — Reason Reason ° = Provider ~ Date/Time Date (T2) Provider To ) Revie
(T2) 5ite S 1 1] Referrer
Targetidays)
ecConsult 03-Mar-  Walting for  Urology Urclogy - 20 hours 5 ¥
RFS-AAD-038070 2024 Chinical Issue Central Zone Calendar
Triage Days
Referral 05-Mar- Accepted Knee pain Edmonton 05-Mar- 23 hours Mot Wl
RF5-AAD-038037 2024 FAST 2024 Supplied
Orthopaedics
CAT
eConsult 28-Feb-  Responsein  Metanolic Clinical and 1 week k] ¥
RFS-AAD-938010 2024 Progress genetic Issug Metabalic Calendar
Called Genetic Days
Requesting services -
Provider - Southern
Routine Aloerta
Completed/Cancelled/Declined
Reguest Recelved  Status/Status referral Priority | Triage Site :I’_T:_Ial Service Appointment  Accepted  Referring :::rpfe_r'm‘ - fed/Last
Type/Referral ID Date (T2) Reason Reason SEE oes Provider Date/Time Date (T3)  Provider R I
Site Target{days) Modified By
eConsult 08-Feb- Ccompleted Urolegy Kaye Edmonton 3 weeks 5 days | 05-Mar-2024/
RF5-AAD-935054 2024 Continue Issue Clinic - Dlanne
Managing Within and Irving Kipnes
Your 5cope of Urology Centre
Practice
eConsult 20-Feb- Completed Urclogy Kaye Edmonton 2 weeks 20-Feb-2024 /
RFS-AAD-935652 2024 Continue Issue Clinic - Dlanne
Managing and Irving
Within Your Kipnes Urology
scope of Centre
Practice
eConsult 08-Feb- cancelled Urology Urology - Calgary 3 weeks 6 days 20-Febd-2024/
RF5-AAD-933011 2024 Referral no Issue Zone
longer needed

Clinical Document Viewer (CDV) Tree

a. Click either Limited Documents or All Documents to view the Clinical Document Viewer (CDV) Tree.
You can find referrals that are In Progress or have been Completed/Cancelled from the menu here.
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= - Limited Documents All Documents Flg

Clinical Documents
Showing  All Mark All As Read
Group By Category SortBy Date
Qlle
Read | Unread

|- Dynamic Patient Summary|

@ Medication Profile

B Pharmacy Care Plan

% BPMH Form - Medication Reconciliation

¥ Referrals - Completed/Cancelled (15 / 15)
E‘] 09-Jul-2024 eConsult - Internal Med - Adult Gastros
EI 03-Jul-2024  eConsult - Internal Med - Adult Gastros
E 03-Jul-2024  eConsult - Urology
2 02-Jul-2024 eConsult - Urology

¥ Referrals - In Progress (6/21)
B 07-May-2024 Referral - Surgery - Vascular
E‘] 10-Apr-2024 Referral - Surgery - General Surgery
B 10-Apr-2024 Referral - Urology
@ 10-4pr-2024  Referral - internal Med
E 10-Apr-2024 Referral - Surgery - General Surgery
@ 27-Mar-2024 eConsult - Dermatology
E‘] 27-Mar-2024 eConsuwit - Dermalology
|§] 21-Fep-2024 Referral - Orthopaedic Surgery
@ 20-Fep-2024 eConsult - Urology
) 08-Feb-2024 eConsult - Urology
] 08-Feb-2024 eConsult—Urology

Each folder contains links to the patient’s eConsults and Referrals. Any eConsult or Referral that has
been Cancelled/Declined will have a strike through the middle of the text. Any eConsult or Referral In
Progress will have its text italicized — Bold means the referral is unread. By holding the mouse over any
eReferral link, a tooltip will appear with a summary of the referral. You can also view a short summary by
hovering your mouse over the referral link for eConsult and/or Referral.
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Clinical Documents © G
Showing  All Mark All As Read
Group By Category Sort By Date

Q¢

Read Unread

|- Dynamic Patient Summary|

4 Medication Profile

Be Pharmacy Care Plan

. BPMH Form - Medication Reconciliation

¥ Referrals - Completed/Cancelled (15 / 15)
EI 09-Jul-2024 eConsult - Intermal Med - Adult Gastroenteroloy
EI 03-Jul-2024 eConsult - Internal Med - Adult Gastroenterolo
@ 03-Jul-2024  eConsult - Urclogy
B 02-Jul-2024 eConsult - Urology
=) 10-Apr-2024 Referral - Urology

E 02-Apr-2024 Referral—Orthopaedic Surgery

E Source date
26-Mar-2024 Referral—Orthopaedic Surgery
Category
] 05-Mar-2024 Referral-Orthopacdic Surgery . B
tatus
B na-Mar-2024 Referral - Urology
Author

EI 28-Fep-2024 eConsult - Clinical and Metabolic

B 22.Feb-2024 Referral—OrthopaedicSurgery  ood/T S0UMCe
El 21-Feb-2024 Referral - Orthopaedic Surgery ~ Mark As

=0y

Patient Demo

EREFERRAL, Two B

Diate OF Birth
Age
Sex

Eligibility Start
Date

Address
{Primary)

AH Address
(Mailing)

5] 09-Apr-2024 Referral - Orthopaedic Surgery|~ Referral - Orthopaedic Surgery

09-Apr-2024

Referrals - Completed/Cancelled

Completed
Dr.
Provincial

Read Unreac

graphics

5la

12-Jan-1870
54 years
F

MNofe: Future-daled
confirmed in Persd

User Guide

b. Click Read to mark as the referral as read or click the referral to open it and access the workflows

(depending on your eReferral access permissions).
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Other Clinical Document Viewer (CDV) Tree functionality relating to Referrals includes:

a. Click the magnify button ( Q ), then enter text in the text box. Press Enter to search for a document in
the Clinical Document Viewer (CDV) Tree.

Clinical Documents o G
showing Al Mark All As Read
Group By Category SortBy Date
Qllc
Read | Unread

|._- Dynamic Patient Summary|

& Medication Profile
B Pharmacy Care Plan
5= BPMH Form - Medication Reconciliation
Referrals - In Progress (32/ 33)
E] 04-May-2023 Consult - Orthopaedic Surgery
E] 21-Apr-2023 Consult - Orthopaedic Surgery

= o a Y . I ]

b. Select Referrals - In Progress to view eConsults and Referrals in progress. In the Right Panel you can
review the Status, Notes and Activities occurring on the eConsult and/or Referral to track its life cycle.

c. Click on the Referral/eConsult to display it with the associated workflow actions. Workflow options
available depends on your eReferral permissions. Triage user permissions allow for all workflow actions
to be visible.
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Completed

Exclusions

Patient Information
Request Created For
Clinical Pathway URL

‘Who has been
informed?

QJuRE Reference

Patient Details

Contact
Information

Additional Info

Special —
Considerations

Referral Details
Referral Form Source

Reason for sending this
referral

Patient’s current status

Current and past
management

Referral
Triage Site Edmonton FAST Orthopaedics CA]
eReferral ID RF5-AAD-936123

IAcd Note | EditReferral | Print | PrintAll | Advice~ | Closing~ | Communication ~ | Intake~ | Scheduling ~ Tr\agei

Hip Impl

Orthopaedic Surgery Request for Service

plngy 1t Orthopaedic Surgery hd
Submitted 22-Feb-2024 1:32 PFM
Patient Details | Referral Details | Referral Requirements | Providers

1. Infection
2 Dislocation

PHN/ULL: 97425-3514 Name: EREFERRAL, Two b Sex: F DOB: 12-Jan-1970

Hip impingement - Edmonton FAST Orthopaedics CAT

Information not available

The information captured in this form is based on the Quality Referral
Pocket checklist. (www.ahs.ca/QuURE)

Patient Preferences  Next Available Provider

Phone Number Type

Home

Preferred Contact?

Line 1

Line 2

City
Province
Postal Code

Phone Number

111

140 AVE NW
CALGARY
AB
TIY1C7

Attach Referral Documents

worsening

Referral Form

Referral Requirements

v testpdf (5444 kB) § MONTHS AGO

People
Referrer
& Dr.

Service Provider
& Dr

Linked Referrals
There are no linked referrals for this
referral.

Show this patient's other referrals
b

Referral Attachments ~
v AHCO562 (1).pdf (1185.94E)

& MONTHS AGD
w 97425-3514 EREFERRAL, TWO
B.pdf (66.79kB)

6 MONTHS AGO
v festpdf (54.44x8)

6 MONTHS AGO

Choose afile...

Clerical

Testng
Added by
10:40 AM

on 06-Mar-2024

Show Notes Only ¥

Respond with Advice
reason Referral Submitted on
‘four Behalf

B Hide Form

Set Service Provider Dr Aminu
Bello

Advice/Response  Testing

Attach External Mo Files

Document(s)

Netcare No

Document(s) document
s

Complete Reason  Referral
Submitted
an Your
Behalf

Last updated o ton 12-Mar-

2024 1:10 PM

Request Information
(from Receiver)

¢ Do you have an appointment
date?

B Hide Form
Question to Do you
Receiver have an
appointm
ent date?
Last updated by on 12-Mar-

2024 10:32 AM

Mark as Reviewed

Mandatory Time
Requirement period B Hide Form
Weight bearing hip - routine x-rays: AP pelvis, AP hip, lateral 120 Last updated by ¢ on 11-Mar-
view (Lauenstein) 2024 11:55 AM
Have all mandatory requirements listed above been met? Yes Provide Information (to
Optional — Referrer)
[ Hide Form
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d. Click the Print or Print All button at the top of the page. Provided the appropriate software is installed on
your computer, this action generates a PDF, which can then be printed or saved.

Add Note | Edit Referral | Print | PrintAll| Advice ~ | Closing~ = Communication ~ | Intake ~ | Scheduling ~
] O v |
Completed Referral Hip Impingement Orthopaedic Surgery b reople
Triage 5ite Edmontan FAST Orthopaedics CAT Submitted 22-Feb-2024 1:32 PM S
eReferral ID RFS-AAD-936123 Referre
& Or

Print All: Generates a print-out of the following sections in the following order:

e eConsult Contents — The entire eConsult form will print except for free text fields that are blank.

e Support Documents — This section lists the titles of all the attached documents. This includes external

documents attached in the Right Panel or within the eConsult. It does not include linked Alberta
Netcare documents.

e Notes and Activity — All the notes (General, Clinical or Clerical) and activity that appear in the Right
Panel.

e Referral Attachments — This section displays copies of all the attached documents. This includes

external documents attached in the Right Panel or the eConsult. It does not include linked Alberta
Netcare documents.

Print: Generates a print-out of the following sections in the following order:
e eConsult Contents — See above.
e Support Documents — See above.

e Notes — All the notes (General, Clinical or Clerical) that appear in the Right Panel.

5.2 Create a Referral

A Referral (previously called a Consult Request) is a request for an in-person specialist appointment. A standard

referral form is used for most specialties to create a consistent referral experience and to identify a specific
Referral Reason.

a. From the Clinical Portal Menu, go to Searches. You can search for your patient using their first

and last name or their Personal Health Number (PHN) or their Unique Lifetime Identifier (ULI).
Click Search to bring up a list.
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€  pasl Cearch
» COMMON atient searc
» FAVOURITES dentifier 974253514
e e !
« SEARCUES -F-l.},T fier PHN / ULI
Search for a Patient =
Delivery Site Registry Last Mame | ereferral
(DSR)
~ EREFERRAL First Name | two
My Referrals Middle
Triage Referrals MName/Initial

My Assigned Referrals

Health Services
Catalogue

» EREFERRAL REFORTS

» PATIENT LISTS

eReferral
User Guide

b. Open the patient’s Electronic Health Record (EHR) and click Create Referrals. Review the alert

and information messages under Information at the top of the screen.

= o Limited Documents All Documents Florevsheers Parsent Event History & Immunizacion Hisory Medicatiors
Iment e G Patient Demagraphics
wifig AR Mark AN AS Read
s By Category Sor By Date EREFERRAL, Two B
Q c Daie OF Bigih 1
Read | Unread Age 53 years
[ Dynamic Patenl Summary] -l o =
% Madicabon Frofie
Fe Phamacy Care Plan Eipo i L
B BFMH Fom - Medication Reconcilation Node: Foture-daled and bignk sbpibiey starf dafes showid be condirmed in Person Dirpciony

By Creae Referrals

c. Enter areason in the Referral Reason field. You can start entering the reason to see what
selections are available. If you don’t know the reason for referral or would like to see what options

are available, click Browse to open the Health Services Catalogue.
d. Enter areason in the Referral Reason field. You can start typing the reason to see what
selections are available

¢ If you don’t know the reason or want to see what options are available, enter the
and the Specialty to show what Referral Reasons are available by zone/city.

Request Type

o Ifthe Referral Reason is not on the list, select a reason that is closest to the reason for referral
(e.g., Sciatica is not on the list — use Radiculopathy). The exact reason can be entered later in
this process in the Referral Details section — Reason for sending this referral field.

e. Select Referral beside Request Type.

f. Select the Specialty and Zone(s) Served and/or City. You can start typing the Specialty, Zone(s)
Served, and City to show what is available (e.g. Ortho). These are not mandatory but will help narrow

down the options you can select.

g. Click Search for Options and click on the appropriate option based on your search selections.

=

h. If the referral is a duplicate, the Check for duplicate referral(s) icon is shown. Hover over the

symbol to see the duplicate referral. Check for duplicates in the Drafts, In Progress and
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Completed/Cancelled/Declined list as well to ensure that a duplicate Referral doesn’t exist in another
Zone or a similar Referral such as Knee Issue - Right vs Knee Issue — Left..

Request

Check for duplicate referral

Referral Reason i Specialty
Shoulder Referral Orthopaedic
instability| & Surgery

Patient has existing referral(s) RFSAADS*BSOBZ

i. Click the Clinical Pathway icon to view detailed information to help support care decisions. You can also
view existing referral(s) for the patient. If the Clinical Pathway icon is showing, it indicates the pathway
currently not available.

RFLAAR LU

RELAAR =273
elomsult e

RELAAR

RELAAR

eComuit

eComuit 640

e<ormun 2600

Reteria 1680

Seartn for Options Rewet

wating for
Chnical
Triage

Wang for
Cracal
Triage

WaTRg fol
Chrecal
Triage

Crenical e
Eriage o e

Progress

Completed

Toe

Janaprg W

j-  Selectthe Received Date (T2) (For Receiving Office use only). Note: If you are not a receiving office,
leave this blank. The field will default to the current date and time. All fields marked with a red asterisk (*)
are mandatory and must be completed to submit a Referral.
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Orthopaedic Surgery Request for Service

Flag Referral (For
Referring
Provider use)

Received Date 084an-2024 [H||07:00 ©
(T2) (For

Receiving Office

use only)

k. Review the Exclusions to ensure that this referral is appropriate. Exclusions are specialty and/or
Referral Reason specific.

. Select Who has been informed.

m. For helpful information on completing the Referral, refer to the QURE Card Checklist by clicking on the
box beside View QuURE Card Checklist.

Who has been (O Patient () Guardian () Patient & Guardian () Information not available @
informed? * Please ensure the patient or guardian has been informed of the diagnosis or reason for referral.
QURE Reference

[CJWiew QuRE Card Checklist
The information captured in this form is based on the Quality Referral Pocket Checklist (www.ahs.ca/QuRE).

n. Scroll down to Patient Details and select the Patient Preference if indicated. Select Preferred Provider
and/or Preferred Location if indicated by the patient.

Patient Details
Any changes to the patient's information will be saved in this referral only.

Patient Preferences | @ Next Available Provider () Preferred Provider @) [ Preferred Location

Patient Details
Any changes to the patient's information will be saved in this referral only.

Patient Preferences (O Next Available Provider | @|Preferred Provider 3 Preferred Location

Preferred Provider *
If a preferred provider is selected instead of next available, the patient’s wait time may be longer.

Preferred Location *
If a preferred location is selected instead of next available, the patient’s wait time may be longer.

0. The patient’'s address and phone number will be auto populated from the patient’s Electronic Health
Record (EHR). You can modify it if needed. Use the option to indicate if there is a Preferred Contact.
Continue filling out Additional Info and Special Considerations (e.g., patient’s physical, psychological,
social and/or economic situation) sections.
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Patient Details
Any changes to the patient's information will be saved in this referral only.
Patient Preferences | @ Next Available Provider () Preferred Provider @ [ Preferred Location
Contact
Information Phone Number Type * Phone Number *
i @ Home (O Mobile C)Work £ | 000 999 0000 [ ]
@) Add Row At least one row is required.
Preferred Contact? O Home O Mobile ©Work @
Line 1 * XX Test Street City * LETHERIDGE
Line 2 Provinge * AB
Postal Code * MR XK
Additional Info [ Patient Has Guardian
] Patient Has Alternate Contact
[ Patient unable to communicate adequately in English
[ Patient has hearing or vision reguirements
[ WCB Claim
Special
Considerations
Please provide details about the patient’s physical, psychological, social and economic sifuation.

p. Complete the Referral Details section. There are two options: If the exact Referral Reason was not
available (e.g., Sciatica), make sure to enter this in the Referral Details section — Reason for sending
this referral field. If you are attaching an external referral form, locate the referral form by clicking
Choose File beside Attach Referral Form.

Note: To learn more about adding an external document to eReferral from your computer or EMR,
visit the Helpful Resources page.

g. Complete the Referral Requirements section. Review the mandatory requirements. Attach or link the
required investigations or images and check the Have all mandatory requirements listed above been
met? box. Additional comments, if any, can be added to the Notes field.
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Referral Detail

wn

Referral Form Source * | @ eReferral Form (& Attach Referral Documents 3

Reasaon for sending this
referral

Patient's current O Stable [@]Condition worsening O Unknown - status not provided @
status *

Please provide details about if the patient's condition is stable or worsening. What you think is going on? Key symptoms and findings. Symptom
onset/duration. Red flags.

Current and past
management

Please provide details of treatments tried and outcome(s). Consultation festing (previous, concurrent or if none, specify none).
Pertinent History * O Complete in form
C Complete by attaching an EMR patient summary /
snapshot from desktop
) None
B Clear
Referral Requirements
Mandatory Requirement Time Period
Weight bearing hip - routine x-rays: AP pelvis, AP hip, |ateral view (Lauenstein) 180
Have all mandatory requirements listed above been met? @Yes ONo B

Oprtional -

Additional Information

Attach External Choose a file...

Document(s) File size restricted to tooMB. Multiple files can be uploaded up to a limit of 300MB.
Metcare @ Link 2 document

Document(s)

r. Confirm that the Referring Provider section is complete with the referring provider's name and clinic
details. The clinic details will auto-populate from My Details (if available) and can be changed on this
request if needed. Note: Click Add if the Referral is being created on behalf of another provider or the

referring provider is from out of province.

Referring Provider Information
Complete the Referring Provider Referrals or Referring Provider Referrals On Behalf Of section on your My Details to display referrals on
Referrals dashboard and fo auto complete this section each time a referral is created.

Referring Provider * *) add

s. Search First Name — Out, Last Name — Province.

t. Select Out of Province Provider. Enter the name of the referring provider and the phone number; these

fields are mandatory.
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B:‘l':)'-..-'|’|cla Provider REgiS’_"}-' Select 3 favourite search w
First Out Last Province
Name Name
Name Provider Type City Status
Cut of Province Provider

u.

Referring Provider Information
Complete the Referring Provider Referrals or Referring Provider Referrals On Behalf Of section on your My Details to display referrals on the My
Referrals dashboard and fo auto complete this section each time a referral is created.

Referring Provider * Out of Province Provider (%)

Dr. Test Testing
Indicate name of Out of Province Provider

Phone Mumber * || 555 535 00xx Address

Fax Number Line 1 6789 5t
Line 2
City Sparwood
Province BC
Postal Code WK

Click the appropriate option under Primary Care Provider.

Primary Care Provider *| @ Same as Referring Provider (O Different from Referring Provider (O Patient does not have a Primary Care Provider
) Unknown 8

Select the Submission Method.

eRefermral
Fax rerouted from non-FAST Office
Connect Care

) FPhone
Primary Care Provider * g 3
Mail
Submission Method * | eReferral w

Click Submit to send the Referral to the specialty. If you did not complete all mandatory fields marked by
an asterisk (*), you will receive an error message. Review the Referral to locate any blank fields.

If you want to save a draft of the Referral
before submitting it, you can save it by

clicking Save as Draft. You can access the
draft at any time in the Drafts worklist on the My Referrals dashboard. You can click Cancel if you want
to stop completing the Referral.

Save as Draft Cancel

Once you click Submit, the Referral will appear on your My Referrals dashboard on the In Progress and
Recently Updated worklists with a status of Clerical Triage in Progress.

| If areferral has been declined because it did not meet the criteria appropriateness, do not edit the referral to include
NOTE: . : . : .
more information or attachments. Please create a new referral with the correct information.
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a. Click eReferral from the Clinical Portal Menu. Click My Referrals and then the In Progress worklist.

&«
*COMMON

My Details
Worklists

Manage Motifications

* FAVOURITES
» SEARCHES

= EREFERRAL
Triage Referrals
My Assigned Referrals

Health Services
Catalogue

My Referrals

Requests

Recently Updated
Cancelled/Declinad
Action Required )
Drafts

Undelivered

In Progress
Completed

Waiting for Response

Total
3

13

2

0

0

44

Referrals

b

eConsults

3

b. Select Referral for Request Type and click Search to generate a list of referrals. You can further define
the search by choosing options like PHN/ULI, Referral Reason, or Status. To remove a status, click the
X to the right of the status; to add a status, click the Add button. Note that the status selections are
“sticky”, meaning that if you access this dashboard and worklist during your eReferral working session
(have not logged out) the same items will be selected.
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Referrer: In Progress
Received Date [ to @ PHM/UL
Referra Q Patient First
Reason Name
Specialty Q Patient Last
Name
Triage Site Q Request Type Referral w
Service Q Referral ID
Provider
Referring Q External Triage Q
Provider Site
Priority v Show Referrals  LJ
for Review
Status Accepted (%) | Appointment Booked (%) Appointment Missed ()

Clerical Triage in Progress (¥)  Clinical Triage in Progress (¥)
Deferred (X) Redirected (%) ~Request Additional Infarmation (%)
Response in Progress (%) | Waiting for Appointment ()

Waiting for Clinical Triage (X)  Waitlisted (%)

) Add

c. Select the appropriate Referral from the list. Click the arrow located on the Summary Bar to expand the
referral header. The Status Reason field may be populated or blank. Only specific changes to the
Referral will result in this field being populated (Redirect, Complete/Cancelled/Declined, Missed
Appointments, Provide Information to Receiver).

d. View the activity that has occurred on the Referral in the Right Panel in the Activity and Notes sections.

e. Click Show this patient’s other referrals to view all referrals for this patient. All referrals are listed here
regardless of the status. This is helpful if a screening Referral or eConsult needs to be linked to the
procedural referral. Only receiving providers can link Referrals/eConsults.
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Walting for Appointment Referral  Instabllity of knee  Orthopaedic Surgery ~ People
Triage Site Calgary FAST Orthopaedics CAT ~ Submitted 5weeks ago  eReferral ID RFS-AAB- Refarrer
&0r
Status Reason — External Triage Site — Service Provider
Accepted (T3) 10-Jan-2024 Referred For Referral & Receiving Provider Il
Submitted By Three TRAINING
;!\:i%rﬁfo’ Yes Linked Referrals ~
RF5-AAB- Kaye Edmonton Clinic -
. . Dianne and Irving Kipnes Urology Centre
Orthopaedic Surgery Request for Service COMPLETED
Patient Details referral Dewils Referral Requirements Providers

Exclusions
Patient Information
Request Created For

Clinical Pathway URL

Who has been
informed?

QUuRE Reference

Patient Details

1. Dislocation
2. Infection

PHN/ULI: 10000-

Name:

Sex: FDOB: 15-Mar-1974
Instability of knee - Calgary FAST Orthopaedics CAT

https:/fwww.albertahealthservices.ca/aph/page 18236.aspx

Patient

The information captured in this form is based on the Quality Referral Pocket checklist.

(www.ahs.ca/QuRE)

Patient Preferences Next Available Provider

Contact
Information

Additional Info

Spedial
Considerations

Phaone Number Type
Home

Preferred Contact?

Line 1
Line2

City
Province
Postal Code

Phone Number

000 929 0000

Home

JOOK Faraway Street

LETHERIDGE
AB

Show this patient's other referrals

Referral Attachments -

w  AHCO0562(1).pdf 11359258) AWEEKS AGO

Choose a file...

Referral Notes ~

Clerical

Latest lab results have been attached
d by Three Training on 12-Jan-20;

Activity

Link
Alink between this referral and RFS-AAB-
was added
RELATIONSHIP Related To
Last updated by T TRAIMING on 30-Jan-2(

Show Notes Only T

Clerical Note

acTion Add Mote

(O Latest lab resulis have been attached
Last updated by Three TRAINING on 12-Jan-2(
PM

Waiting for Appointment

sTaTUs Waiting for Appointment
Last updated by T TRAINING on 10-jan-2
BM

Set Service Provider
[ Hide Form

Setservice Provider Receiving Provider ||

Last updated by Three TRAINING on 10-Jan-2(
PM
Accept (T3)
[2 Hide Form
Accepted Date (T3) 10-Jan-2024
Aftachments No Files

Netcare Documents) No documents

5.4

Referring & Referring on Behalf of Providers — Find a Referral Status

Click Searches from the Clinical Portal Menu.

Click Search for a Patient. Enter the patient’s name or identifier.

Click Search to locate your patient.

Click on the patient’'s name to open the patient’s Electronic Health Record (EHR).
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Dot R Select a favour
» COMMON Stent searc -
» FAVOURITES dentifier | 974253514
e e !
- SEARCHES dentifier PHN / ULI e
. Type

Search for a Patient

Delivery Site Registry Last Name | ereferral Date Of —~Month - +

(DSR) Birth
» EREFERRAL First Name  |two Sex All Female | Male X
* EREFERRAL REPORTS Middle Phone

MName/Initia Number

(¢ LA L Search Tip - An identifier search is

recommended. For name search, please
enter the complete last name, complete
first name and date of birth.

+ NOTIFICATIONS

» CLINICAL ETOOLS

» RESOURCES Clear ®

» ESIGNATURE PHN / UL Name Date Of Birth Age Sex  Address Town/City

MESSAGING
' 97425-3514 EREFERRAL, Two B 12-Jan-1970 54 years F Calgary

e. Click the Clinical Document Viewer (CDV Tree) located on the left-hand side of the screen. The Clinical
Document Viewer (CDV tree) has two folders for eReferral activity:

o Referrals — In Progress
o Referrals — Completed/Cancelled

= - Limited Documents /Al Documents Flowsheets . Patient Event History (& Immunization History
Clinical Documents Lo I ] Patient Demographics
Showing All Mark All As Read
Group By Category SortBy Date EREFERRAL, Two B
Qlle Date Of Birth

Read | Unread Age 53 years

b Sex F
@ Medication Profile

B¢ Pharmacy Care Plan
%= BPMH Form - Medication Reconciliation MNote: Future-dated and blank eligibility start dates should be
Referrals - In Progress (38 / 55)
Referrals - Completed/Cancelled (25 /36) |
Consultations (1) E
Dlagnostic Imaging (2/ 3)
Progress Notes (1/2)

Eligibility Start Date

Address (Primary)

AH Address (Mailing)

Each folder contains links to the patient’'s eConsults and Referrals. Any eConsult or Referral that
has been complete/cancelled will have a strike through the middle of the text. Any eConsult or
Referral in progress will have its text italicized. By holding the mouse over any eReferral link, a
tooltip will appear with a summary of the referral. The status will show up beside the Status field.
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- Dynamic Patient Summary|

‘& Medication Profile
B¢ Pharmacy Care Plan
- BPMH Form - Medication Reconciliation
¥ Referrals - In Progress (7/14)
E 13-Mar-2024 Referral - Orthopaedic Surgery
E 12-Mar-2024 eConsult - Clinical and Metabolic
@ 053-Mar-2024 eConsuif - Urology

Source date

Sex | F

Eligibility Start
Date

MNote Fufira-ral;
Referral - Orthopaedic Surgery

13-Mar-2024

Category Referrals - In Progress

2 04-Mar-2024 Referral - Urology = —
atus n Progress

@ 29.Feb-2024 Referral - Orthopaedic Surgery g
) 22-Fen-2024 Referral - Orthopaedic Surgery Y197
@ 20-Feb-2024 Referral - Urology Result Source Provincial
@ 14-Feb-2024 Referral - Orthopaedic Surgery Mark As Read Unreac
= o ral 4 Mex 1 I

User Guide

f.  Navigate to the Activity section on the Right Panel of the eConsult. The response can also be viewed at
the bottom of the eConsult. The arrow located on the Summary Bar can be used to expand/collapse the
referral header to see more details.

Exclusions

Patient Infermation
Request Created For
Clinical Pathway URL

Who has been
informed?

QURE Reference

Patient Details

Contact
Information

Additional Info

Special —
Considerations

Referral Details
Referral Form Source

Reason for sending this
referral

Patient’s current status

Current and past
management

Appointment Booked
Triage Site Edmanton FAST Orthopaedics CAT
eReferral ID RFS-AAD-936123

Referral

Orthopaedic Surgery Request for Service

1. Infection
2 Dislocation

PHN/ULL 97425-3514 Name: EREFERRAL, Two b Sex: F DOB: 12-)an-1970

Hip impingement -

Information not available

The information captured in this form is based on the Quality Referral Pocket checklist.

{www.ahs.ca/QuRE)

Patient Preferences Next Available Provider

Phone Number Type

Home

Preferred Contact?

Line 1

Line 2

City
Province
Postal Code

Attach Referral Doc

worsening

Referral Form

Hip Impingement Orthopaedic Surgery el
Submitted 22-Fed-2024 1:32 PM

Patient Details | Referral Details | Referral Requirements  Providers

Edmonton FAST Orthopaedics CAT

Phone Number

1

1 AVE NW

CALGARY
AB

uments

~ testpdf (5444 kB) 13 DAYS AGO

People
Referrer & Dr

Service Provider & Dr

Linked Referrals
There are no linked referrals for this referral.

Show this patient's other referrals «

Referral Attachments ~

v AHCO362(1).pdf (118584%8) 5 DAYS AGO

v 97425-3514 EREFERRAL, TWO B.pdf (6579 k&)
5DAYS AGO

v testpdf s2askB) 13 DAYS AGO

Choose a file_

Referral Notes ~

Clerical

Testing
Added by 0N 06-Mar-2024 10:40 AW

Activity

Show Notes Only T

Clerical Note
ACTION Add Note
O Testing

Last updated by
Appointment Booked
[2 Hide Form
Appointment Date  13-Mar-2024 09:00
Appointment Type  Consult

Artach External No Files
Document(s)

Netcare No documents
Document{s)

Comment —

34 AM

Last updated by on o1-Ma

Mark as Reviewed
Last updated by 0N 01-Mar-2024 1133 AM

Start Clinical Triage
sTaTUs Clinical Triage in Progress
ast updated by N O1-h

33 AM

Waiting for Appointment
sTaTUs Waiting for Appointment
Last updated by on01-Mar-2024 11:33 AM
Set Service Provider
2 Hide Form
Set Service Provider Dr

33 AM

Start Clinical Triage
staTUs Clinical Triage in Progress
Last updated by jon 01-Mar-2024 11:32 AM
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g. Ifyou are the referring provider and would like to see all your referrals in one place, you must complete
the Referring Provider Referrals section in My Detalls to see your submitted referrals on your My
Referrals worklist. Instructions on how do to can be found

5.5 Responding to a Request for Additional Information

On occasion, the triage centre or responding provider may require additional information from you, the referrer.

Follow these instructions to add more information.

a. Click eReferral from the Clinical Portal Menu. Click My Referrals and select Action Required. Choose
the appropriate Referral.

&
r COMMON

¢ FAVOURITES
» SEARCHES

~ EREFERRAL

My Referrals

Triage Referrals
My Assigned Referrals

Health Services
Catalogue

» EREFERRAL REPORTS

» PATIENT LISTS

My Referrals

Requests

Recently Updated
Cancelled/Declined
Action Required £&
Drafts

Undelivered

In Progress
Completed

Waiting for Response

eConsults
1
0

b. Select Referral for Request Type and click Search. You will notice Request Additional Information in
the Status/Status Reason column. Click on the referral to view it. The Action Required notice is shown

in the referral header.

Action Required

[ A Action Required

Action Referrer to provide
information
Details Missing required

investigations

See Activity Section for additional information.

c. View the Activity section located on the Right Panel to see what information is being requested.
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See Activity Section for additional information.

Orthopaedic Surgery Request for Service

Patient Details Referral Details

Exclusions 1. Dislocation
2. Infection
Patient Information PHN/ULI: 10000- MName: Sex: FDOB: 15

Request Created For Hip dysplasia - South FAST Crthopaedics CAT
Clinical Pathway URL htips:/fwww.albertahealthservices.ca/aph/page18236.aspx

'Who has been Patient
informed?

QURE Reference

Tha information captured in this form is based on the Qual
{www.ahs.ca/QuRE)

Patient Details

Patient Preferences Mext Available Provider

Clerical Triage In Progress Referral Hip dysplasia Orthopaedic Surgery -~
Triage Site South FAST Orthopaedics CAT ~ Submitted 5 weeksago  eReferral ID RFS-AAB
Status Reason — External Triage Site —
Accepted (T3) — Referred For Referral
Action Required Submitted By Twenty TRAINING
Flagged for Yes
{ A\ Acton Required Refarrer
Action Referrer to provide information
Details Missing required investigations

Referral Requirements Providers

-Mar-1974

ity Referral Pocket checklist

People
Referrer
& Dr.

Service Provider

Linked Referrals
There are no linked referrals for this referral.

Show this patient's other referrals

Referral Attachments ~

~  AHCOS62.pdf (11352448 S WEEKS AGO

Choose afile...

Referral Motes
There are no notes for this referral.

Activity Show Motes Only T

Request Information (from Referrer)

Re450N Missing required investigations

[2 Hide Form

Reason Missing required
investigations

Attachments No Files
Netcare No documents
Document(s)
Comment to Please provide the
Referrer latest lab results
Last updated by One TRAINING on 07-Feb-2024 11:33 AM|

c. Click Provide Information (to Receiver) from the Workflow Bar.

Print | Print All | | Provide Information (to Receiver)

Request Information (from Receiver)

d. Attach or link the requested information if required and enter a Comment to Receiver (e.g., Requested

x-rays attached). Click Provide Information. Single files no larger than 100MB can be attached. Multiple
files not exceeding 300MB in total can be added.

Provide Information (to Receiver)

‘ o Do not include any clinical information in the Comment to Receiver box below.

Attachments

MNetcare @ Link a document
Document(s)

Comment to
Receiver *

Provide Information Cancel

Choose a file...

File size restricted to 10o0MB. Mulfiple files can be uploaded up fo a limit of 300MB.

Please state where in the referral information was edited.

The Referral will then be removed from the Action Required worklist and moved to the In Progress and

Recently Updated worklists.
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5.6 Opening a Draft Referral

A Referral can be saved as a draft for later completion. There is no expiry period for a draft Referral. Drafts are
accessible to the user who created them or to the staff members who create referrals on their behalf. Drafts are
also viewable by anyone who has the same providers added to their My Details. Draft referrals are not listed in a
patient’s Clinical Document Viewer (CDV tree).

a. Click erReferral from the Clinical Portal Menu. Click My Referrals and select Drafts. Drafts can
also be viewed from the Context Menu under View Referrals.

&
» COMMON My Referrals
* FAVOURITES
Requests Total Referrals eConsults
» SEARCHES
Recently Updated 7 3 4
TEREFERRAL Cancelled/Declined 13 7 6
My Referrals
SiEEEHEE T Action Required 3 2 1
My Assigned Referrals Drafts 2 1 1
Health Services Undelivered 0 0 0
Catalogue
In Progress 45 32 13
+ EREFERRAL REPORTS
Completed 3 1 2
Sl Waiting for Responss 3 3 0

b. Select the appropriate referral to review or continue completing the Referral form. A referral can
be saved in draft format multiple times at any stage during the creation process.

Primary Care @ Same as Referring Provider () Different from Referring Provider
Provider *

Submission eReferral -

Method *

m Sawve as Draft Delete Draft Cancel

c. Click Delete at the bottom of the referral to permanently remove it from the patient’s Electronic
Health Record (EHR). This action must be confirmed.

Delete Referral

Are you sure you want to permanently delete this referral?
You will not be able to undo this action.
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6.0 Triage Types and Roles

Triage is the process of checking a Referral or an eConsult to ensure that all required information is present and
that an appointment can be booked (if required) according to the patient’s clinical needs. There are three (3) types
of triages: Clerical, Clinical and Booking. Depending on the size of clinic, triages may be performed by the same
person or different people.

eReferral users tasked with triaging requests must have a Clinical 1, Clinical 2 or Clinical 5 Alberta Netcare Portal
user role and belong to the Triage Referrals group with receiving or receiving on behalf of permissions. These
users can view all requests on the Triage Referrals dashboard. If the My Assigned Referrals dashboard is
needed as well, then users must add the specific provider's name(s) to My Details. Referrals or eConsults
assigned to the providers listed in My Details will populate onto the My Assigned Referrals dashboard.

Not sure what access level you have? Go to My Details from the Clinical Portal Menu. Underneath your
username, your assigned role will be listed. If it's not a Clinical 1, Clinical 2 or Clinical 5, ask your
manager to contact the eHealth Services team to have this changed. Once this has been changed to the
appropriate Alberta Netcare Portal user role (i.e., Clinical 1, Clinical 2, or Clinical 5), please ask your
manager to email the AHS Access Improvement team at access.ereferral@ahs.ca to request triage
access.

6.1 Customizing My Details — Receiving Providers Triage

If you are a receiving provider, such as a specialist, your Alberta Netcare Portal user role must be Clinical 1 to
receive eReferral requests and your My Details needs to be set up as per the instructions below:

Click My Details from the Clinical Portal Menu.
Scroll down to the Receiving Provider Referrals section and click Add.

Alberta P
Netcare "'
LLLCTAONIC ROALTH ACOMD
« acaivine Pravider Referrale
@I Receiving Pravider Referrals
My Details This section must be completed to triage, respond
Worklists and receive notifications for eReferral.
Manage Notifications Receiving ®) Add
» FAVOURITES Hiovider

c. Type your full name in the box (as per your health profession college registration) and then click to
display a list of names. Select your name.

Receiving Provider ect a favourite search|W|

d. Look at the Receiving Provider Referrals section and confirm that your full name has been added.

e. Click Update Preferences to save your updates.

Update Preferences Discard Changes
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6.2 Managing Referrals on Behalf of a Provider

If you are managing referrals on behalf of a provider, you will need an Alberta Netcare Portal user role of Clinical
2 or Clinical 5.

Adding the receiving provider’s name to your My Details is only necessary if you need to:

o Use the My Assigned Referrals dashboard.
o Respond to an eReferral request on behalf of a provider.

Click on My Details from the Clinical Portal Menu to add the receiving provider’s name.

Scroll down to the Receiving Provider Referrals On Behalf Of section and click Add.

Alberta . i, .
Netcare '~
&«

~COMMON Receiving Provider Referrals On Behalf Of

i 2 2T This section must be completed to triage, respond

Worklists ) T i

and receive notifications for eReferral.
Manage Motifications
Receiving ® Add

» FAVOURITES Provider

c. Type the receiving provider’s full name in the box and then click Search.

= Receiving Provider celact a favourite search ||
Mame | |
Reset | Enter a new favourite search |
Mame

d. Once the list displays, click on the receiving provider's name.

e. Confirm the Receiving Provider Referrals On Behalf Of section and confirm that the provider’s full
name has been added. You can add multiple providers if necessary.

f.  Click Update Preferences to save your changes.

Update Preferences Discard Changes

6.3 Saving and Sharing eReferral

Triage centres continue to receive faxes after adopting eReferral, and some opt to enter those faxes into the
Alberta Netcare Portal. If you are creating Referrals from faxes received at your triage centre, you can add users
who you want to view your draft referrals.

a. Click on My Details from the Clinical Portal Menu.
b. Scroll down to the Triage Referrals section.
c. Click on the Add button next to Add Referral Creators to Drafts List.
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«
EACOMMON Triage Referrals
Worklists Triage Facility Central FAST Urology CAT [VRTLOO78], Calgary FAST Orthopaedics | Add Referral @ Add
. . CAT [VRTLOOB4], Central FAST Orthopaedics CAT [VRTLO083], North Creators to
Manage Notifications Drafts List
FAST Orthopaedics CAT [VRTLOO82], Edmonton FAST Plastics CAT
DA CREIE [VRTLOO75], Edmonton FAST General Surgery CAT [VRTLO063], 2”0“" e Last 6 months|v/]
ompleted/Canc
» SEARCHES 0BS-GYN STH Colpescepy Clinic [VRTLO070], Edmenton Bone and elledl.i?Declmed
+ EREFERRAL Jeint Centre [WDFAGBOY], Alberta Hip and Knee Clinic referrals for
[WDFAGS5AL], Alberta Hip and Knee Clinic [WDFAGBOX], Chinook

d. Enter the name of any Alberta Netcare Portal user.

The referring provider who created the referral will be able to see it in their My Referrals
dashboard.

e. Click Update Preferences to save your updates.
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7.0

Responding to eConsults & Referrals

This section is for receiving providers who are responding to eConsults or managing Referrals.

7.1

Setting up your My Details as a Receiving Provider

You can see referrals in your My Assigned Referrals dashboard by adding yourself as a receiving provider.

Click on My Details.

Scroll down to the Receiving Provider Referrals section. Click Add.

li
Alberta =

Netcare v

ELECTRONIC MLALTH RECORD

LT

«
~COMMON

My Details

Worklists

Manage Motifications

» FAVOURITES

Receiving Pravider Referrals

This section must be completed to triage, respond and receive

notifications for eReferral.

@ Add

Receiving
Provider

Type your full name in the box and click Search.

d. Click on your name.

e. Scroll to the bottom of the page to the Triage Referrals section and confirm that the correct Triage

Facility is listed.

Triage Referrals

Margery E. Yuill Cancer Centre [WDFABEET],
Foothills Medical Centre - Women's Health
Centre - OB5-GYM [WDFAGGOE], Addiction and M
H - Addiction Medicine - Provincial [VRTLOO16],
Northern Alberta Renal Program - Nephrology
[VRTLOOZ26], RGH - Holy Cross Ambulatory Care

Triage Facility

Add Referral ) Add
Creators to

Drafts List

Show Last 1 month
Completed/Canc

elled/Declined

referrals for

f. Click the Update Preferences button to save your updates.

Update Preferences Discard Changes

7.2  Referral —= Workflow Options

Workflow actions are accessed using the mini menus
alphabetically.

located on the right side of the Referral. Actions are listed

EREFERRAL, TWO B ULl 974253514 §¢ => @& Lo & *  Locout
DATE OF BIRTH —
[ No cpar PRIMARY PROVIDER | PATIENT PRIMARY ADDRESS @ PATIENT MAILING ADDRESS ‘@ PATIENT HOME S
2 Limited Documents All Documents Flowsheets Patient Event History »  Immunization History Medications w More
Add Note | Edit Referral | Print = Print All | Advice ~ | Closing~ = Communication~ = Intake~ = Scheduling~ ' Triage ~
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REFERRAL MENUS &
WORKFLOW OPTIONS

WHEN TO USE?

Advice

Respond with Advice

Select if the Referral is more appropriate for an eConsult than a Referral.
Provide the advice in the comment box, attach relevant files if required and
click Complete. The referral is now complete and will appear on the
Completed worklist on the My Referrals dashboard of the referring
provider as well as the Completed/Cancelled/Declined worklist on the
Triage Referrals dashboard and My Assigned Referrals dashboard.

Respond with Advice (Review

Select if there is a need for a specialist to review the advice before it is

Required) provided to the referrer (e.qg., if a fellow or other staff member composes the
response). Provide the advice in the comment box, then click Submit for
Review. The referral is now awaiting specialist review and will appear on
the Action Required worklist on the Triage Referrals dashboard and My
Assigned Referrals dashboard.

Closing

Cancel Select to change the status of the Referral to Cancelled.

Complete (T5)

Select to change the status of the Referral to Completed. The request will
now move to the Completed worklist for referring and receiving providers.
There is an option to enter the Accepted Date (T3) of the referral if it was
not entered previously. There is also the option to enter the Priority and
Service Provider.

Decline

Select to change the status of the Referral to Declined. The request will
now move to the Declined worklist for referring and receiving providers.

Communication

Create and Attach Letter

Used only by the FAST Program to send referral letters to
referring/receiving providers. Letters include: Accepted, Received,
Reassigned, Incomplete, Pending, Updated, Declined, Cancelled.

Provide Information (to
Referrer)

Select to provide information to the referring provider. If selected, the
Referral will then appear on the Action Required worklist of the My
Referrals dashboard of the referring provider.

Request Information (from
Referrer)

Select to ask for more information from the referring provider. This will
appear on the receiving provider’s Triage Referrals dashboard on the
Waiting for Response worklist, and on the referring provider's Action
Required worklist.

Request Info: Received/Not
Required

Select to indicate the information has been provided, is not required or the
request for more information was made in error. This will remove the
referral from the Triage Dashboard - Waiting for Response worklist, and
on the referring provider’s Action Required worklist.

Intake

Change Reason for Referral

Select this to enter a more specific Referral Reason or correct a Referral
Reason that may have been entered incorrectly (for both Referrals and
eConsults). Only users who have access to the Triage dashboard or the My
Assigned Referrals dashboard have access to this function.

QOctober 2024
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Complete Clerical Triage

Select to identify the completion of clerical triage. This will change the
status to Waiting for Clinical Triage.

Redirect

Select to redirect the Referral to another triage facility. The Referral status
will change to Redirected and appear on the newly assigned facility’s
Triage Referrals dashboard.

Set Service Provider

Select to enter the service provider’'s name.

Update Received Date (T2)
(For Receiving Office use

only)

Select to update the received date of the Referral. Used if an incorrect
received date was entered for a faxed referral that you created in eReferral
and need to change the date.

Scheduling

Appointment Booked

Select this option to enter the appointment date and details.

Appointment Missed

Select to change the status of the Referral to Appointment Missed. If the
referring provider has their eReferral Provider Notifications set up with the
default options, this will trigger an email to them.

Defer

Select to show that a request is not ready to be triaged or booked. This
option could be used if a patient needs to lose weight before their surgery,
or an Oncology patient who has had a mastectomy needs to heal prior to
getting radiation. The Referral will move to the Deferred worklist on the My
Assigned Referrals dashboard, and you need to check this list regularly as
no alerts are associated with it.

Waitlist

Select this option to change the status of the Referral to \Waitlisted. As a
comment box is not available for changing the status to \Waitlisted, select
Add Note and choose Clerical to enter a note regarding the patient’s
waitlist status if required.

Triage

Accept (T3)

Select to enter the accepted date of the referral. The status of the Referral
will change to Accepted. The referral stays on the receiving provider's
Triage worklist on the Triage Referrals dashboard and My Assigned
Referrals dashboard.

Ready for Booking

Select to change the status of the Referral to \Waiting for Appointment.
This action can be used by facilities and specialties that do not have a
waitlist, and an appointment can be scheduled as soon as triage is
complete. It can also move a referral from the Waitlist to the Waiting for
Appointment worklist.

Set Priority and Booking
Instructions

Select to set the priority of the Referral (based on the request’s clinical
content). There may also be a situation where a referring provider contacts
the triage centre and states the patient’s condition has worsened, and the
priority needs to be changed. It can also be used if the previously set acuity
may be lessened. Select priority: Routine, Semi Urgent, or Urgent.

Start Clinical Triage

Select to start clinical triage. This will change the status to Clinical Triage
in Progress.

7.3 Managing Referrals

a. Click Triage Referrals — Triage from the Clinical Portal Menu.
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&
» COMMON

» FAVOURITES
» SEARCHES

= EREFERRAL
My Referrals

Triage Referrals

My Assigned Referrals

Health Services
Catalogue

+ EREFERRAL REPORTS
» PATIENT LISTS

» NOTIFICATIONS

Triage Referrals

Requests

Drafts

Undelivered

Action Required /)

Triage

Waiting for Response

Waiting for Appointment/\Waitlisted
Deferred

Scheduled

Completed/Cancelled/Declined

Total

3
17

Referrals

3
13

eConsults

User Guide

b. If you wish, narrow the search further by selecting Referral for Request Type and other filters. The
referral Received Date has a system default date of a one-month timeframe. Clear this field if you wish to
view all referrals based on your selected filter(s).

c. Click Search. You can click Received Date to sort the requests by the newest or oldest received date.
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L=
n
Triage: Triage Select a favourite search
Received [ w© @ PHN/ULI
Date
Referral Q Patient
Reason First
Name
Specialty Q Patient
Last Name
Triage Site Q Request Referral «
Type
Service Q Referral ID
Provider
External Q Priority hd
Triage Site
Status Accepted (X)  Appointment Missed (%) Exclude U
. Waiting
Clerical Trizge in Progress (%) for
o . = = Response
Clinical Triage in Progress (%)  Redirected (%) =i
Response in Progress (%)
Waiting for Clinical Triage (30
@ Add
Show O
Referrals
for Review
Clear Received Date before entering new search criteria.
®
Received

Request

Patient
atient =
Type/Referral ID

Status/Status

Date Referral Reason
Reason

(12)

Priority ~ Triage Site

Click to sort ascending ]

User Guide

d. Select a Referral from this list. When the referral is opened, the Workflow Bar and other actions are located
at the top right of the referral.

Add Note: Used to add notes (i.e., General, Clinical or Clerical).

Edit Referral: Used to make changes to the referral, such as to add/modify an address or

phone/fax number.

Print and Print All: Used to print to a local printer or save as a PDF document.

e (Print All & Print) Referral Contents — The entire Referral form will print except for free text

fields that are blank.

e (Print All & Print) Support Documents — This section lists the titles of all the attached
documents. This includes external documents attached in the Right Panel or within the Referral.
It does not include linked Alberta Netcare documents.

e (Print All) Notes and Activity — All the notes (General, Clinical or Clerical) and activity that

appear in the Right Panel.

e (Print All) Referral Attachments — This section displays copies of all the attached documents.
This includes external documents attached in the Right Panel of the Referral. It does not include

linked Alberta Netcare documents.

e (Print) Notes — All the notes (General, Clinical or Clerical) that appear in the Right Panel.

Workflow Bar: Used to change the referral status. Each of these items has options that can
be accessed by clicking the drop-down arrow. The Workflow Bar is selected to identify the
progress of the request, which begins with Update Received Date (T2) through to Cancel.
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The items displayed on the Workflow Bar are dictated by the user role you have been
assigned in eReferral.

Triage Referrals & My Assigned Referrals Workflow Bar

Add Mote = Edit Referral = Print | Print All | Adwvicel~ | Closing|v | Communication|~ | Intake|v| 5Scheduling~| Triage|v

7.4 Responding to eConsults

There are two ways you can find and respond to a new eConsult;

e Triage Users - Click eReferral from the Clinical Portal Menu. Go to the Triage worklist on the Triage
Referrals dashboard.

&«

» COMMON Triage Referrals
» FAVOURITES
Requests Total Referrals eConsults
» SEARCHES
Drafts 2 1 1
™ EREFERRAL Undelivered 0 0 0
My Referrals
S — Action Required  Jf} 5 3 2
My Assigned Referrals Triage 1712 5
Health Services Waiting for Response 4 4 2
Catalogue
Waiting for Appointment/\Waitlisted 6 6
» EREFERRAL REPORTS
Deferred 2 2
» PATIENT LISTS Scheduled 3 3
* NOTIFICATIONS Completed/Cancelled/Declined 16 13 3

e Non Triage Users — If you only respond to eConsults, you may not have access to the Triage Referrals
dashboard. In this case, you can view requests on your My Assigned Referrals dashboard after they
have been assigned to you as the receiving provider by a triage user.
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» COMMON My Assigned Referrals
» FAVOURITES

Requests Total Referrals eConsults
» SEARCHES

Action Required Ji 2 0 2
~EREFERRAL Open eConsults 3 0 3

My Referrals

-
—
=]

o Trmns Waiting for AppointmentWaitlisted

My Assigned Referrals Scheduled ) 2 .

Health Services Completed/Cancelled/Declined 1 1 0
Catalogue
Triage 3 1 2
» EREFERRAL REPORTS
Waiting for Response 2 1 1
» PATIENT LISTS Deferred 0 0 )

Open or search for the eConsult.

(If required) Reference back to the patient’s Electronic Health Record (EHR) by clicking on the selection
in the Context Menu such as Flowsheets.

c. Return to the eConsult and select View Referral.

—
. EREFERRAL, TWO B ULl 974253514 ¢ € = A& No &
DATE OF BIRTH -
PATIENT PRIMARY ADDRESS @ PATIENT MAILING ADDRESS @ PATIENT HOME
= o Limited Documents All Documents Flowsheets Patient Event History & Immunization History Medications iy Create Refarrals 5, View Referral

d. Click Advice, then Respond with Advice from the Workflow Bar menu if the eConsult is appropriate.
Select Respond with Advice (Review Required) if there is a need for a specialist to review the advice
before it is provided to the referrer (i.e., if a fellow or other staff member composes the response).

e If Respond with Advice (Review Required) is selected, then set the supervising specialist as
the Service Provider. Enter your response and add any attachments.

e Choose a Complete Reason from the list provided and click Submit for Review to finish. The
referral is now awaiting specialist review and will appear on the Action Required worklist on the
Triage Referrals dashboard and My Assigned Referrals dashboard.

BTS Patient Event History » Immunization History » MNore
Cance Print | Print A Advice ~ | Communication Intake

Respond with Advice

Respond with Advice (Review Required)

e. Setyourself as the Service Provider. Your name will populate automatically as per your My Details
configuration. Enter your response and add any attachments.

f. Choose a Complete Reason from the list provided and click Complete to finish.
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g. IfRespond with Advice (Review Required) was selected, click Submit for Review.

Respond with Advice

[ A A new version of the referral details is available. It will be automatically applied when you completg

Set Service @ Add
Provider *

Advice/Response

Attach Externa Choose File | No file chosen
Documentis) File size restricted to 5MB. Multiple files can be uploaded up to a limit of 25MB.

Netcare ® Link a document
Document(s)

) Respond with Advice (Review Required)

Complete Reason * | O Called Requeg
(O Called Requed [
O Continue Mar

A A new version of the referral details is available. It will be automatically applied when you con

O Referral Requ _
Set Service )
O Referral subm| |5 onqo s \+) Add

O Additional Infi —
Advice/Response *

B Clear
Complete Cancel Attach External Choose File | Mo file chosen
Document(s) File size restricted to 3MB. Multiple files can be uploaded up to a limit of 25MB.
Netcare ®) Link a document

Document(s)

Complete Reason *| O Called Requesting Provider - Routine
() Called Requesting Provider- Emergent/Urgent Requeast
) Continue Managing Within Your Scope of Practice
(0 Referral Required - Refer to the Provider of Your Choice
(O Referral Submitted on Your Behalf
(O Additional Information not provided, unable to provide advice
B Clear

Submit for Review Cancel

The eConsult will now appear on your Complete worklist on your My Assigned Referrals dashboard. If
the referring provider has configured their eReferral Provider Notifications, they will receive an email
notifying them that you have responded, and the request will appear in their Completed worklist on their
My Referrals dashboard.

7.5 Requesting Additional Information from Referring Provider

On occasion, the FAST Program or a receiving provider may require additional information from you, the referring
provider. The Requesting Additional Information (from Referrer) form is slightly different for Referrals and
eConsults. To request additional information from the referring provider, use the process below:

a. Gotothe Workflow Bar, click Communications, then Request Information (from Referrer).
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b. (eConsults) Click Add to set the Service Provider. Indicate the reason for requesting the information,
enter any comments, attach pertinent files, and click Request Information.

c. (Referrals) Select the Reason, add Comment to Referrer and click Request Information.

Request Information (from Referrer)

Set Service ) Add eConsult
Provider *

Reason * () Missing clear clinical question

() Missing information

) Missing required patient demographics
(O Missing required investigations
B Clear

Comment to
Referrer *

Artach External Choose a file...

Document(s) P : . ; ..

File size restricted to 30MB. Multiple files can be uploaded up to a limit of 150MB.
Metcare ®) Link 2 document
Document({s)

Request Information (from Referrer)

Request Information _ Referral
Reason * () Mo reason for referral

() No referral letter
() Missing mandatory information
B Clear

Attachments Choose a file...

File size restricted to 30MEB. Multiple files can be uploaded up to a |

Metcare & Link 2 document
Document(s)

Comment to
Referrer *

Request Information Cancel

The eConsult will now appear on your \Waiting for Response worklist on your My Assigned Referrals
dashboard and Triage Referrals dashboard (if you have access to triage). If the referring provider has
configured their eReferral Provider Notifications, they will receive an email notifying them that you have
requested information, and the request will appear in their Action Required worklist on the My Referrals
dashboard.
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» COMMON
» FAVOURITES
» SEARCHES

~EREFERRAL
My Referrals

Triage Referrals

Health Services
Catalogue

+ EREFERRAL REPORTS

+ PATIENT LISTS

&«

My Assigned Referrals

My Assigned Referrals

Requests Total
Action Required J) 3
Open eConsults 3

==

Waiting for Appointment/\Waitlisted

Scheduled 2
Completed/Cancelled/Declined 1
Triage 2
Waiting for Response 2
Deferred 0

Referrals  eConsults

0
0

7.6 Reviewing Additional Information Provided by a Referring Provider

If a referring provider adds new information to an eConsult and it requires your review, the request will appear on

your Action Required worklist.

a. Click Action Required within the My Assigned Referrals dashboard and select the applicable eConsult.
The eConsult will have a panel indicating that new information has been added to the referral and

requires review.

r COMMON
+» FAVOURITES
» SEARCHES

= EREFERRAL
My Referrals

Triage Referrals

Health Services
Catalogue

+ EREFERRAL REPORTS

» PATIENT LISTS

&«

My Assigned Referrals

My Assigned Referrals

Requests Total
Action Required  J 3
Open eConsults 3

Waiting for Appointmant/\Waitlisted 1

Scheduled 2
Completed/Cancelled/Declined 1
Triage 2
Waiting for Response 2
Deferred 0

Referrals  eConsults
0 3

0 3

1 0

2

1 0

1 1

1 1

0

b. View all activity that has occur on the eConsult in the Right Panel.
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Cancel

Request Additional Information eConsult Metabolic genetic issue
Clinical and Metabolic Genetic Services
Triage 5ite Clinical and Metabolic Genetic Services - Southern Alberta

Submitted 01-Mar-2024 12:42PM  eReferral ID RFS-AAD-938010

Status Reason
Action Required

A Action Required

Action

Missing information

Awaiting specialist
review

Details —

See Activity Section for additional information.

Referred For eConsult
Submitted By

Flagged for Yes
Referrer

Clinical and Metabolic Genetic Services Request for
Service

Patient Information PHMN/ULI: 97425-3514 Name: EREFERRAL, Two b Sex: F DOB: 12-)an-1970

Request Created
For

Metabolic genetic issue - Clinical and Metabolic Genetic Services - Southern
Alberta

Request Details

Clinical Question Testing Testing 12 3

Reason | am unsure if this patient
requires a referral
Pertinent —
Information
Relevant v AHC0562 (1).pdf Get Netcare No documents
Documentation Documents

[1185.54 kB)
11 DAYS AGD

Print

The advice provided is based on the information that the requesting provider has submitted.

It is one piece of information that contributes to the overall care of the patient. It is the
respensibility of the requesting provider to incorporate this information into the broader
knowledge of the patient context.

i ]

Referring Provider Information

Print All | Advice~ | Communication «

People
Referrar
& Dr.

Service Provider
& Dr

Linked Referrals
There are no linked referrals for this referral.

Intake ~

Show this patient’s other referrals «

Referral Attachments
w AHCO0562 (1) pdf (118504k8)

Choose a file...

Respond to Receiver

Hide Form

Comment to Information is
Receiver attached.
Attach External Mo Files
Document(s)

Netcare Mo documents
Document(s)

Last updated by
AM
Request Information (from
Referrer)

REASON Missing information
B Hide Form

Set Service Provider Dr

Reason Missing information

Comment to Please provider the

Referrer latest lab results
for....

Attach External Mo Files

Document(s)

MNetcare Mo documents

Document(s)

Last updated by on 12-Mar-2024 5:10

AM

~

11 DAYS AGO

Show Notes Only ¥

on 12-Mar-2024 10:36

C.
the Workflow Bar menu.
Edit Referral | Print = Print Al Clos
Respond with Advice N
w
Respond with Advice (Review Required)
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d. Your name will populate automatically as per your My Details configuration. Enter your response and add
any attachments. Choose a Complete Reason from the list provided and click Complete to finish.

Respond with Advice
Set Service Dr $ (%)
Provider *

Advice/Response * | |Enter response to advice request

Attach External Choose File | Mo file chosen

Document(s) File size restricted to sMB. Multiple files can be uploaded up to a limif of 25ME.
Netcare ®) Link a document

Document(s)

Complete Reason * | O Called Requesting Provider - Routine
(O Called Requesting Provider- Emergent/Urgent Request
@ Continue Managing Within Your Scope of Practice
() Referral Required - Refer to the Provider of Your Choice
O Referral Submitted on Your Behalf
) Additional Information not provided, unable to provide advice
B Clear

Complete Cancel

e. The eConsult now appears on the Completed/Cancelled/Declined worklist on the Triage Referrals and
My Assigned Referrals dashboards and the Completed worklist on the My Referrals dashboard. If the
referring provider has configured their eReferral Provider Notifications, they will receive an email notifying
them that you have responded.

g. Once done, click Mark as Reviewed on the top taskbar. Enter a comment, if desired, and click Mark as
Reviewed to finish. The panel indicating that new information was added to the referral will now be

removed.
Cancel Print = PrintA&ll @ Advice ~ Communication Intake ~ Mark as Reviewed
FY
Urology ~ ] i .
g MNew information has been added to this
referral and requires review.

7.7 Triaging eConsults

If you have triage access, use the process below to triage eConsults.
a. Select eReferral from the Clinical Portal Menu, then Triage Referrals.

b. Clickon Triage.
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~ COMMON Triage Referrals
My Details
Worklists Requests Total Referralz  eConsulis
Manage Notifications Drafts 3 1 1
Sl Undelivered 0 0 0
» SEARCHES Action Required ) 2 1 1
~ EREFERRAL Triage 16 12 4
My Referrals Waiting for Responsea 3 2 1
Triage Referrals | Waiting for Appointment/Waitlisted 6 G
My Assigned Referrals
Deferred 2 2
Health Services
Catalogue Scheduled 3 3
» EREFERRAL REPORTS Completed/Cancelled/Declined 22 18 4

c. Filteron eConsults in the Request Type section and click Search. When you receive a new eConsult,
the status will be Waiting for Clinical Triage. This status indicates that the referral is waiting for a
specialist to review the referral. The referral Received Date has a system default date of a one-month
timeframe. Clear this field if you wish to view all referrals based on your selected filter(s). You can also
search for that status by using the Status check box.
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Triage: Triage
Received [ te = PHN/UL
Date
Referral Q Patient
Reason First
MName
Specialty Q Patient
Last
Name
Triage Q Request
Site Type
Service Q Referral
Provider 1D
External Q Priority
Triage
Site
Status Waiting for Clinical Triage (3¢ Exclude
@ A Waiting
dd for
Response
Show
Referrals
:.Dr
Review
Clear Received Date before entering new search criteria.
Reset |Enter a new favourite search ®

eConsult v

(]

Select

User Guide

d. Click Search to filter the list, then click on eConsult to view it. Sort by Received Date to list the most
recent referrals first.

e. Open the referral and click Intake.

f.  Select Set Service Provider.

Cancel | Print

L

Print Al

People

Referrar

Advice v

Communication + || Intake +
Change Referral Reason

Redirect

Set Service Provider

g. Click the Add button. In the pop-up, type your name (or receiving provider's name) and select it from the
list. Then click Set Service Provider to finish.
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Set Service Provider

Set Service ':'B' Add
Prowvider

Set Service Provider Cancel

h. The request will now show up in the receiving provider’'s My Assigned Referrals dashboard provided
the receiving provider added their name in their My Details. If they have configured their eReferral
Provider Notifications, they will receive an email telling them a request is in eReferral for them.

7.8 Redirecting an eConsult/Referral

An eConsult can be redirected (previously called reassigning) to another facility if it is not appropriate based on
the requested zone or if the assigned provider is not available to respond to the request within an acceptable
time. This function is only available to users that have access to the My Assigned dashboard or the Triage
dashboard.

a. Search for and open the eConsult.

b. Click Intake and select Redirect.

Print | Print All | Advice ~ | Communication ~ ntake ~

_ | Change Referral Reason '
reople
Redirect

Referrer & Ou  set Service Provider

« | Communication ~ | Intake ~ | 5Scheduling~ | Triage ~

"'—‘F% R
) eferral
Change Referral Reason

Complete Clerical Triage

Set Service Pravider

Update Received Date (T2)

c. Click the X to clear the current information.

October 2024 Page | 68

5.2



Alberta -

Netcare . Alberta Netcare Portal eReferral

ELECTRONIC HEALTH RECORD

d.

e.

f.

User Guide
Redirect
Triage Site, Specialty, Referral  Kaye Edmonton Clinic - Dianne and Irving Kipnes Urology Centre,|(®)
Reason * Urology,
Urclogy issue
Redirect does not update mandatory requirements or external triage facility.
Reason * v
Currently Assigned Service Dr
Provider
Service Provider * (O Leave unchanged
(C) Change provider
(C) No provider assigned at this time
B Clear
Attachments Choose a file...
File size restricted to 100MB. Multiple files can be uploaded up tfo a limit of 300MB.
Netcare Document(s) & Link a document
Comment
Click Add to select where to redirect the referral (e.g. another zone FAST CAT).
Enter the original Referral Reason or a new one if needed.
Enter the Triage Site to redirect the referral.
Redirect
Triage Site, Specialty, Referral | Calgary FAST Urology CAT, ()
Reason * Uralogy,
Hematuria microscopic (greater than 3 rbc/hpf)
Redirect does not update mandatory requirements or external friage facilify
Reason * bl
g. Select No provider assigned at this time.
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Triage Site, Spedialty, Referra
Reason *

Reason *

Currently Assigned Service
Provider

Service Provider *
Attachrnents

Metcare Document(s)

Comment

Grande Prairie Public Health Centre - Nephrology, ()
Mephrology,
Suspected glomerulonephritis
Redirect does not update mandafory requirements or external friage f

Assigned to next available service L

O Leave unchanged

(0 Change provider

Mo provider assigned at this time
B Clear

Choose a file_..

File size restricted to 100MB. Multiple files can be uploaded up fo a lin

(® Link a document

h. Click Redirect. The eConsult will now appear on the chosen service provider's My Assigned Referrals
dashboard on the Open eConsults worklist and will be removed from the original receiving provider’s

dashboard.

7.9 Change Referral Reason

The Change Referral Reason workflow can be used to enter a more specific Referral Reason or correct a
Referral Reason that may have been entered incorrectly (for both Referrals and eConsults). Only users who
have access to the Triage dashboard or the My Assigned Referrals dashboard have access to this function.
Referring providers do not have access to this feature. This action does not change the referral status or generate

any notifications.

a. Open the appropriate referral.

b. Click Intake, then Change Referral Reason from the Workflow Bar.
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~ | Communication ~ | JIntake ~ | Scheduling~ | Triage «

| Change Referral Reason

Complete Clerical Triage

i
o

Redirect
Set Service Provider

Update Received Date (T2)

| — VI I L

c. Click the Add button and select the appropriate referral reason from the list of Referral Reasons.

d. Click Change Reason.

Change Referral Reason
Change Reason Adult gastroenterology issue
From -
Referral Reason* | (+) add

Changing referral reason does not update mandafory requirements.

Comment
Change Referral Reason
| Change Reason Adult gastroenterology issue
From -

Referral Reason*  Oastroesophageal reflux disease (GERD)

Changing referral reason does not update mandatory requirements.

Comment

Change Reason Cance

7.10 Linking Referrals

The ability to link referrals is helpful in cases where an eConsult was submitted and, upon review, it has been
determined that a Referral is required. It can also be used when the first Referral was for a pre-screening
appointment and a second Referral is required for the procedure. Only users who have access to the Triage

dashboard and My Assigned Referrals dashboard can create and delete links. Referring providers do not have
access to this feature.

a. Fromthe Clinical Portal Menu, go to Searches. You can search for your patient using their first and last
name, their Personal Health Number (PHN), or their Unique Lifetime Identifier (ULI). Press Search to
bring up a list.

b. Open the patient’s Electronic Health Record (EHR) and click the referral to open it.
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c. Click
d. Click . This will expand and show all referrals for the patient,
regardless of status.
= All Documents Flowsheets Patient Event History & |Immunization History Medications iy Create Referrals View Refarral v More
Cancel Print Print Al Advice ~ Communication ~ Intake v
Accepted Referral Hematuria microscopic (greater than 3 rbc/hpf) Urology el People
Tr site Kaye Edmonton Clinic - Dianne and Irving Kipnes Urology Centre  Submitted 4 days ago -
eReferral ID RFS-AAB-070161 Referrer
& Out of Province Provider
Status Reasor — Referral 5 Provider
& Receiving Provider |
Three TRAINING
Urology Request for Service I PR e TeeaE
e. Hover over the Referral to view the . Click the icon, then click
RETETTET
Hide this patient's other referrals
eReferral ID: RF5-AAB-070161 D o o . o
Specialty: Urology RFS-_H.H.B-C'{\O"G’] I-.tcl}-e Ep onton Clinic - Dianne and
Organization: Alberta Health Services Irving Kipnes Uralogy Centre
Triage Site: Kaye Edmonton Clinic - Dianne and Irving COMPLETED
Kipnes Urology Centre
Referred for: eConsult
Submitted: 264an-2024 10:14 AM Related
Last Updated: 30-Jan-2024 8:37 AM -
Status: Completed
The eConsult is now linked to the Referral and will appear in the section of the
Linked Referrals ~
RF5-AAB-070161 Kaye Edmonton Clinic - Dianne and
Irving Kipnes Urology Centre
COMPLETED
Show this patient's other referrals
£ Click the icon to open and view the referral in a new window
eReferral ID: RF5-AAB-067500 R — I I
Speciafty: Orthopaedic Surgery RFS-AAB-067500  Orthopaedic Surgery -PI’O#IF{I:I
Organization: Alberta Health Services Open in a new window (i}
Triage Site: Orthopaedic Surgery - Provincial R AT oo o .
Referred for: eConsult RF5-AAB-067314  Calgary FAST General Surgery CAT
Submitted: 08-Apr-2024 12:08 PM CLERICAL TRIAGE IN PROGRESS
Last Updated: 16-Apr-2024 12-49 PM
Statu_sz _ Reguest Additional Information Show this patient's other referrals «
Relationship: Related To
Linked at: 27-Jun-2024 10:49 AM (< 15 minutes ago)
Dot Sl Attarhmonts
g. If you mistakenly linked a Referral or eConsult, you can remove it by clicking the icon to delete
this link. This function will not delete the original Referral or eConsult; it will just remove the incorrect link.
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Linked Referrals -~
RF5-AAB-070161 Kaye Edmonton Clinic - Dianne and
Inving Kipnes Urology Centre

Delete the link to this referral g

Show this patient's other referrals

If an incorrect file has been attached, it can be deleted using the same process as deleting a linked
eConsult or Referral. The name of the attachment will stay, but the attachment will be removed.

File Name
File Size
Created By

j Created Date
Document Type
MD5 Hash

eferral Attachments
Delete this attachment i

Choose afile...

AHCO562 (1).par

1185.94kB

One Training

20-Feb-2024 7:06 AM

application/pdf
17dfe58b4a25e66411ea0e87Te1bf1d

7.11 Attaching Files to a Referral/eConsult
a. Click
b. Navigate to the file you wish to upload.
c. Click the icon.
.&HCOE&Z i Choose a file...
d. Click the icon.
e. Clickthe icon to remove the attachment. The file name will remain but the file we
be deleted.

TYT=TTCy 1T

File Name
File Size
Created By

Created Date
Document Type

TTTIeT

e Newsletters.docx (926.62 kB

test - Copy.pdf |
54.44kB

Twenty Training

24-Apr-2024 3:03 PM

application/pdf
a0981eebDedc4d6889ar1c608625d310

Delete this attachment [

Choose a file_.

v test- Copy.pdf (s4.444E

f. Click the view an attachment.
Referral Attachments ~
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During the clinical triage process when the referral status is in Waiting for Clinical Triage or Clinical Triage in
Progress, the receiving physician (if they have triage access) or clinic triage staff can waitlist or book

appointments.

8.1 Change Referral Status to Waitlisted

a. Click eReferral from the Clinical Portal Menu, then the Triage worklist.

« COMMON
My Details
Worklists
Manage Motifications

r FAVOURITES
¢ SEARCHES

= EREFERRAL
My Referrals

My Assigned Referrals

Health Services
Catalogue

* EREFERRAL REPORTS

&«

Triage Referrals

Triage Referrals

Requests

Drafts

Undeliverad

Action Required £k
Triage

Waiting for Response

Total
0

0

2

16

4

Waiting for AppointmentWaitlisted 4

Deferred
Scheduled

Completed/Cancelled/Declined

0
1
13

Referrals

eConsults
0
0
1

b. Filter on Waiting for Clinical Triage (and/or Clinical Triage in Progress) and Consult beside Request
Type or search for a specific patient. The referral Received Date has a system default date of a one-
month timeframe. Clear this field if you wish to view all referrals based on your selected filter(s).

Triage: Triage
Received |31-jan-2024 [@|to @ PHN/ULI
Date
Referra Q Patient
Reason First
Name
Specialty Q Patient
Last
Name
Triage Q Request || Referral v
Site Type
Service Q eferra
Provider D
External Q Priority v
Triage
Site
Status Waiting for Clinical Triage (%) Excude [
— Waiting
k) Add for
Recnonse

QOctober 2024
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c. Open and review the referral to ensure it is complete. Also, check for duplicate referrals.

d. Click Triage and select Accept (T3).

Closing ~ | Communication~ | Intake~ | Scheduling~ | Triage ~
Accept (T3)
People ;
Ready for Booking
Referrer & Set Priority and booking Instructions
Service Provider & Start Clinical Triage

e. Enter the date and add attachments. Link Alberta Netcare Portal documents and add comments as
required.

Accept (T3)

Accepted Date (T3) * 01-Mar-2024 R |
Attachments Choose a file...
File size restricted to 100MB. Multiple files ean be uploaded up to a limif of 300MB.

Netcare Document(s) @ Link a document

Comment

f. Click Accept.

g. (Optional) Click Scheduling and select Waitlist. Depending on who is doing this work, they will need to
notify the referring provider that the patient has been added to the waitlist.

Communication ~ | |Intake ~ | Scheduling~ | Triage ~
Appointment Booked
Appointment Missed

& Defer

puider &
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Now that the patient has been waitlisted, it's time to start booking an appointment. Once the appointment is
booked the status of the referral will change to Appointment Booked. The referral will appear on the Triage
Referrals dashboard — Scheduled worklist.

a. Click Triage Referrals from the Clinical Portal Menu.

b. Click the Triage Referrals then Waiting for Appointment/Waitlisted worklist.

«
~ COMMON Triage Referrals
My Details
Worklists Requests Total Referrals eConsults
Manage Motifications Drafts 0 0 0
* FAVOURITES Undeliverad 0 0 0
» SEARCHES Action Required g 2 1 1
~EREFERRAL Triage 16 12 4
My Referrals Waiting for Response 4 1 3
Triage Referrals Waiting for Appointment/\Waitlisted 4 4 -
My Assigned Referrals Deferred 0 0 )
Health Services
Catamgue Scheduled 1 1 -
+ EREFERRAL REPORTS Completed/Cancelled/Declined 13 11 2
c. Search for the patient and click on the referral.
Triage: Waiting for Appointment/Waitlisted
Received [@| o @ PHMN/UL
Date
Referral Q Patient First | Two
Reason Name
Specialty Q Patient Last | Ereferral
MName
Triage Site Q Request
Type
Service Q Referral ID
Provider
External Q Priority hd
Triage Site
Status Waiting for Appointment (8)  Waitlisted ()
® Add
Clear Received Date before entering new search criteria.
Reset |Enter a new fa e 583 ®
Received
- Reguest Status/Status  Referral . )
Fatient Type/Referral ID I,:])_E;e Reason Reasan Priority  Triage Site
:REFERRAL, Two B UL 10000-8114 Referral 054an-  waltlisted Hip South FAST
2-an-1970 (54 years) / Female RFS-A4B-069309 2024 dysplasia Orthopaedics

CAT
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d. Click Scheduling and select Appointment Booked. The FAST team will update the referral with the
information from the Clinic/Specialist/Surgeon.

Closing ~ | Communication ~ | Intake ~ | Scheduling ~ | Triage «
Appointment Missed
I - ! Defer

Provider — Waitiist

e. Enter the date and time. Select either Screening or Consult, attach any required documents, and click
Appointment Booked.

e Virtual: Choose this option if the appointment is not an in-person appointment e.g. Phone,
Zoom etc.)

e Screening: Choose this option if pre-screening is required before the patient is scheduled to
see the surgeon.

e Consult: Choose this option if it's an in-person appointment with the surgeon to assess the
patient’s condition.

Appointment Booked

Appointment Date | |08-0cc-2024 [E| 09-:00 ©

Both Date and Time fields are Mandatory. Please enter time in 24 Hr format (ie. 3pm is 15:00).
Appointment Type v

Attach External Virtual

Choose a file...
Document(s)

Screening  lted to 30MB. Multiple files can be uploaded up to a limit of 150MB.

Consult
Netcare el TIENT

Document(s)

Comment

Appointment Booked Cancel

October 2024 Page | 77 5.2



Alberta

i Alberta Netcare Portal eReferral
' L]
NEtcare n User Guide

ELECTRONIC HEALTH RECORD

8.3 Appointment Management — Attended and Missed Appointments

Once the appointment has been booked, there are two possible scenarios: attended or missed. The scenarios
require different actions.

Appointment Attended — Complete (T5) Referral

a. Click eReferral from the Clinical Portal Menu.

b. Click My Assigned Referrals, then Waiting for Appointment/Waitlisted. The referral can be found in
the Scheduled worklist if the appointment date has been entered.

&
-~ COMMON Triage Referrals
My Details
Worklists Reguests Total Referrals eConsults
Manage Motifications Drafts 0 0 0
¢+ FAVOURITES Undelivered 0 0 0
» SEARCHES Action Required £& 2 1 1
+~ EREFERRAL Triage 16 12 4
My Referrals Waiting for Response 4 1 3
Triage Referrals Waiting for Appointment/\Waitiisted 4 4 -
My Assigned Referrals Deferred 0 0 -
Health Services
Catalogue Scheduled 1 1 -
» EREFERRAL REPORTS Completed/Cancelled/Declined 13 11 2

c. Search for and open the Referral.

d. Click Closing and set the appointment status to Complete (T5).

Advice ~ | [Closing ~ | Communication ~ | Intake ~ | Scheduling ~ @ Triage ~

Cance

Pe

F Decline '

Cmemsirs Digrsdiclae

e. Enterthe Accepted Date (T3) if it is missing or incorrect.
f. Setthe Service Provider to who the patient saw for their appointment if known or incorrect.

g. Select Patient attended appointment as the Reason. This will cause the Date Appointment Attended
(T5) to appear below. Choosing any of the other reasons does not cause this option to appear. The Date
Appointment Attended (T5) will autopopulate based on the date it was booked. This will be used along
with the Received Date (T2) and Accepted Date (T3) to calculate the patient’s referral wait time

h. Choose an Outcome. The first three (3) outcomes are for surgical consult appointments. The screening
outcomes are related to screening clinic appointments only. The last option - Information Not Provided
by Service - is used by the FAST Program to complete referrals when they have not been provided with
a specific outcome.
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Complete (T5)
Accepted Date (T3)
Priority
Set Service Provider

Reason *

Date Appointment
Attended (T5) *

Appointment Type

Outcome *

Artach External
Documentis)

Metcare
Document(s)

Comments

Complete (T5)

13-Dec-2023 [E
Routine b
Dr €
(@ Patient attended appointment
() Consult Letter Sent
(O Consult Letter Sent and Available on Alberta Netcare Portal
(O Lab results sent
(O Lab results sent and available on Alberta Netcare Portal
B Clear

14-Feb-2024 [H

Consult  «

() Procedure completed at appointment
() Patient discharged from our care, as per consult letter
(C) We will continue ongoing patient care

() Booking the patient for procedure

() Pre-screening completed and patient will be booked to see specialist
() Pre-screening completed; patient discharged as per consult letter

() Pre-scresning completed; infermation not provided by service

(O Information Not Provided by Service
B Clear

Choose a file...

File size restricted to 30ME. Multiple files can be uploaded up to a limit of 150MB.

@ Link a document

Cancel

Alberta Netcare Portal eReferral

User Guide

i. Click Complete (T5). This referral will now move to the Completed/Cancelled/Declined worklist.

Appointment Missed

Specialties may rebook or cancel a referral when an appointment is missed based on their clinic policy.

a. Click eReferral from the Clinical Portal Menu.

b. Click My Assigned Referrals, then Scheduled.

QOctober 2024
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&

» COMMON Triage Referrals
» FAVOURITES
Requests Total Referrals eConsults
» SEARCHES
Drafts 2 1 1
v EREFERRAL Undelivered 0 0 0

My Referrals

S — Action Required [} 4 3 1

My Assigned Referrals Triage 15 12 3

Health Services Waiting for Response 4 2 2

Catalogue
Waiting for Appointment\Waitlisted 6 6 -

» EREFERRAL REPORTS

Deferred 2 2 -
» PATIENT LISTS Scheduled 2 2 -
+ NOTIFICATIONS Completad/Cancelled/Declined 18 14 4

c. Click Scheduling and then Appointment Missed.

Communication ~ | Intake ~ | |5cheduling ~ | Triage «

Appointment Booked

People : i
Appointment Missed

Referrer d Defer

Service Provider - Woitlist

d. Selectthe Reason and click Appointment Missed.

Appointment Missed

Reason * Will contact patient 1o rebook
Re-refer patient to rebook
Comment Patient will not be rebooked and is returned fo your care

Fee required to rebook patient

| Appointment Missed Cancel

e. Click Closing and select Cancel.

Advice ~ || Closing ~ | Communication~ = Intake ~ | Scheduling~ @ Triage ~
Cancel
—. | People
Complete (T5)
Decline Referrer -
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f. Select Reason (e.g., Patient has been unsuccessful in attending appointments) and, if required, enter a

comment.

g. Click Apply.

Cancel

Reason * |

]

Comment

Referral mo longer nesded

Patient has been unsuccessiul attending appointments -
Unable to contact patient

Patient has declined service

Patient deceased

Incorrect Referring Provider added to form

Referral created against incorrect patient

QOctober 2024
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9.0 eReferral Provider Notifications

eReferral Provider Notifications allows users to track Referrals and eConsults through an immediate or daily
summary email. Provider Notifications are subscription-based and managed by the user. There is no identifiable
patient information in any provider notification email. All eReferral users can customize what type of notification
they would like to receive.

Important note: Notifications are sent to the email entered in your My Details, based on the system’s default
settings.

For more information about eReferral Provider Notifications, go the

9.1 Auto-Subscribed Notifications - Referring Provider & Referring On Behalf Of

Below is a list of default notifications that all receiving provider or receiving provider on behalf of users will
automatically receive when an activity occurs on an eConsult or a Referral These notifications can be customized
to meet your needs.

NOTIFICATIONS — EREFERRAL RECEIVER WHEN WILL THE EMAIL BE SENT?
eReferral Referrer - eConsult: Redirected Notify Overnight in Daily Summary Email
eReferral Referrer - eConsult: Cancelled Notify Immediately by Email
eReferral Referrer - eConsult: Completed Notify Immediately by Email

eReferral Referrer - eConsult: Service Provider Set | Notify Overnight in Daily Summary Email

eReferral Referrer - eConsult: Action Required Notify Immediately by Email

eReferral Referrer - Referral: Service Provider Set Notify Overnight in Daily Summary Email

eReferral Referrer - Referral: Cancelled Notify Immediately by Email
eReferral Referrer - Referral: Waitlisted Notify Overnight in Daily Summary Email
eReferral Referrer - Referral: Action Required Notify Immediately by Email
eReferral Referrer - Referral: Redirected Notify Overnight in Daily Summary Email
eReferral Referrer - Referral: Deferred Notify Overnight in Daily Summary Email
eReferral Referrer - Referral: Declined Notify Immediately by Email

eReferral Referrer - Referral: Appointment Booked Notify Overnight in Daily Summary Email

eReferral Referrer - Referral: Appointment Missed Notify Overnight in Daily Summary Email

eReferral Referrer - Referral: Completed Notify Immediately by Email

9.2 Register for Notifications - Referring Provider & Referring On Behalf Of
a. Click My Detalls from the Clinical Portal Menu.

b. Scroll to the section titled Users. Beside the Notification email address, enter your preferred email
address that you use and check regularly (this can be an AHS email or another email address external to
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AHS). If you update your email address in My Details, you must be logged out of the Alberta Netcare
Portal for an hour to allow the email address change to be processed.

c. You will also notice an AHS IAM (Identify Access Management) email field that is automatically populated
with your email address. This email field is not editable and is pulling your email address from the Alberta
Health Services (AHS) IAM database. To change this email address, you must log on to IAM. Go to:

to update.

d. Click Update Preferences to save your changes.

Alberta

Netcare “.* & Lo a -

L4

~ COMMON |\,f|\)-’ Details
| Mypewis ||

Worklists Username nactivity 2hours el

Manage Motifications Timeout - : \
g Change Password = Your maximum timeout is currently 2 hours.

» FAVOURITES Roles | perform  Clinical2-CH Groups | belong  Users, Receiving Provider Referrals, Receiving

» SEARCHES w Provider Referrals On Behalf Of, Referrals HSC

L Reports, Referrals Operations Reports (Provincial),
Referrals Operations Reports (Triage Facility),

* EREFERRAL REPORTS Referring Provider Referrals, Triage Referrals

» PATIENT LISTS

Update Preferences Discard Changes
» NOTIFICATIONS

» CLINICAL ETOOLS Users
RAEES I Please enter a regularly accessed email address. This
» ESIGNATURE This email address is for AHS IAM updates and address is used for ANP Outage notifications,
notifications. eReferral updates, Provider Notifications and as an
PLREIELIE To change this email address, please login through alternaite for remote access expiry notifications.
1AM You must fog out of Alberta Netcare for an hour for
1AM email your email address change to be processed.
address

Notification
email address

Job Role 15 5taff

9.3 Managing Notifications Subscriptions - Referring Provider & Referring On Behalf
Of

A user can customize their notifications and method of delivery:

a. Click on Manage Notifications from the Clinical Portal Menu.

Alberea

Netcare "

e T LD

&
~ COMMON

My Details
Worklists

Manage Notifications

b. Confirm that your email is correct. If you need to update your email address, go to My Details.

c. Choose your Default Delivery Method.
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My Email Address @albertahealthservices.ca
By default [_1Motify By Email
[ I Motify in Daily Summary Email

d. Inthe My General Subscriptions section, as a referring provider or referring provider on behalf of

user, select the notification and delivery method for each of the natifications available by clicking on the
box in front of the notification.

e. Click Change in the delivery method column and select the desired delivery method.

eReferral Referrer - eConsult: Redirected eReferral Referrer [ Notify Immediately by

Email (Absent of Patient
Identifiable Information)
Motify Overnightin Daily
Summary Email (Absent of
Patient |dentifiable
Information)

Use My Defaults

eReferral Referrer - Referral: Service Provider Set eReferral Referrer Use defaulgChange

f. Click the box next to a specific provider notification option to uncheck it. This will unsubscribe you, and
you will no longer receive that notification.

g. Click Accept or select Use My Defaults to reset the notification option to the default value.

g. Tounsubscribe to ALL Provider Notifications from eReferral, click the box in front of Notification in the
header until all boxes below are unchecked.

General Subscriptions
[ | Motification

h. Scroll to the bottom of the page and click Save.

Notification Emails

As a referring provider or referring provider on behalf of, you will receive emails notifying you that an activity has

occurred on an eConsult or a Referral that has been submitted. See example of email sent immediately after an
activity occurs:
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The consult request, on which you are recorded as the Referrer, has had a recent evenl occur of 'Consult: Completed’

Referral 1d: |
Referring Provider:
Submitted By

To view this refemal,

1. Log inte Alberta Netcare Portal

2. Navigate to your Alberta Netcare Portal > eReferral > My Referrals’ dashboard

3. Copy/paste the Referral Id into the Referral Id field below your dashboard and click "Search’.

To change your notification subscriptions, please visit your Alberta Metcare Portal > Common > ‘Manage Motifications’ settings
screen

To access Alberta Netcare Portal
- Remole site using a fob - hiips./laccess albertanetcare ca
- AHS facility - .. '

For help, please click on the "Need Help?” menu item on the left of the Netcare login screen

Steps to review a referral update received through Provider Notifications:

a. Login to the Alberta Netcare Portal and click My Referrals.

User Guide

b. Copy the complete Referral 1D (including RFS-XXX) included in the email and paste the Referral ID into
the box under the My Referrals dashboard to search for your patient using the Referral ID. Referral ID is

only available on emails sent as ‘Notify Immediately by Email.’

c. Click Search and the specific referral will display. Daily summary emails do not contain the Referral 1D,

only a brief activity summary.

Example of a Daily Summary Email:

I
The following eReferral notification events you are subscribed to have occurred within the past 24 hours.

1) Netification events where you are recorded as a member of the Triage team

- [1 occurrence] Advice: Action Required (check your "Action Required' worklist)

- [13 occurrences] Advice: Waiting for Clinical Triage (check your Triage' worklist)

- [4 occurrences] Consult: Completed (check your 'Completed/Cancelled/Declined’ worklist)
- [7 occumrences] Consult: Clerical Triage in Progress (check your "Triage’ worklist)

- [2 occurrences] Consult: Action Required (check your "Action Required’ worklist)

To view these referrals, please visit your Alberta Netcare Portal>eReferral> Triage Referrals’ dashboard.

2) Netification events where you are recorded as the Referrer

- [56 occurrences] Consult: Appointment Booked

- [2 occurrences] Advice: Reassigned

- [3 occurrences] Consult: Service Provider Set

- [1 occurrence] Consult: Waitlisted

- [1 occurrence] Advice: Service Provider Set (check your Triage’ worklist)
- [1 occurrence] Consult: Deferred

To view these referrals, please visit your Alberta Netcare Portal=eReferral=My Referrals=> 'Recently Updated’ worklist.

9.4  Auto-Subscribed Notifications - Receiving & Receiving On Behalf Of Providers

Below is a list of default notifications that all receiving provider or receiving provider on behalf of users will
automatically receive when an activity occurs on an eConsult or a Referral These notifications can be customized

to meet your needs.
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NOTIFICATIONS — EREFERRAL RECEIVER

WHEN WILL THE EMAIL BE SENT?

eReferral Receiver - eConsult: Action Required

Notify Immediately by Email

eReferral Receiver - eConsult: Cancelled

Notify Immediately by Email

eReferral Receiver - eConsult: Redirected

Notify Overnight in Daily Summary Email

eReferral Receiver - eConsult: Service Provider Set

Notify Overnight in Daily Summary Email

eReferral Receiver - Referral: Waiting for Clinical
Triage

Notify Overnight in Daily Summary Email

eReferral Receiver - Referral: Action Required

Notify Immediately by Email

eReferral Receiver - Referral: Redirected

Notify Overnight in Daily Summary Email

eReferral Receiver - Referral: Service Provider Set

Notify Overnight in Daily Summary Email

9.5 Register for Notification - Receiving & Receiving On Behalf Of Providers
Click on My Details from the Clinical Portal Menu.
Scroll to the section titled Users. Enter your preferred email address (this can be an AHS email or another
email address external to AHS) that you use and check regularly in the Notification email address field.
If you update your email address in My Details, you must be logged out of the Alberta Netcare Portal for
an hour to allow the email address change to be processed.
Netcare *.* & Lola -
L4
ECOLMON My Details
| vyDetais [N
Worklists Username nactivity 2hours v
Manage Motifications Change Password Timeout Your maximum Timeout is currently 2 hours.
DETALIE Roles | perform  Clinical2-CH Groups | belong  Users, Receiving Provider Referrals, Receiving
+ SEARCHES w Provider Referrals On Behalf Of. Referrals HSC
T Reports, Referrals Operations Reports (Provincial),
Referrals Operations Reports (Triage Facility),
+ EREFERRAL REPORTS Referring Provider Referrals, Triage Referrals
» PATIENT LISTS
Discard Changes
+ NOTIFICATIONS
» CLINICAL ETOOLS Users
» RESOURCES Please enter o regularly accessed email address. This
» ESIGNATURE This email address is for AHS IAM updates and address is used for ANP Outage notifications,
netifications. eReferral updates, Provider Notifications and as an
* MESSAGING To change this email address, please login through alternate for remote occess expiry notifications.
[AM. You must log out of Alberta Netcare for an hour for
1AM email your email address change to be processed.
address -
Notification
email address
Job Role 15 Staff
c. You will also notice an AHS IAM email field that is automatically populated with your email address. This
email field is not editable and is pulling your email address from the Alberta Health Services (AHS) IAM
database. To change this email address, you must log on to IAM. Go to:
to update.
d. Click the Update Preferences button to save your changes.
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| While providers are auto-subscribed by default to eight (8) Receiver natifications (see above),
NOTE: PR .
there are other notifications that can be subscribed to.

9.6 Managing Notification Subscriptions - Receiving & Receiving On Behalf Of
Providers

A user can customize their notifications and method of delivery:

a. Click Manage Notifications.

«
= COMMOM

My Details
Worklists

Manage Motifications

b. Confirm that your email is correct. If you need to update your email address, go to My Details.

c. Choose your Default Delivery Method.

My Email Address @albertahealthservices.ca

By default [ Motify By Email
[ }Notify im Daily Summary Email

You can be notified immediately or to receive an overnight summary. Immediate notifications via email
contain a Referral ID that can be used to find the referral, whereas summary emails overnight do not
contain any Referral IDs. Example emails are shown below:
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recent event occur of ‘Consult: Appointment Missed'.

Referral 1d: RFS-XXX-000000
Referring Provider: Dr. XXX
Submitted By: Dr. XXX

Ta view this referral,

1. Log into Alberta MNetcare Portal.

dashboard.

'Search’.

The consult request, on which you are recorded as the assigned Receiver, has had a

2. Mavigate to your Alberta Netcare Portal » eReferral » "My Assigned Referrals’

3. Copy/paste the Referral Id into the Referral Id field below your dashboard and click

Alberta Netcare Portal eReferral

User Guide

Sample email from a notification with
a delivery method of: Notify
Immediately by Email.

To change your notification subscriptions,
Common > Manage Motifications’ settings the past 24 hours.
To access Alberta Metcare Portal:

- Remote site using a fob - https:/faccess.
- AHS facility - https://portal.albertanetcare

For help, please click on the "Meed Help?"
screen

worklist)

i . i worklist)
Sample email from a notification

with a delivery method of: Notify
Overnight in Daily Summary
Email.

worklist)

Assigned Referrals’ dashboard.

screen.

To access Alberta Metcare Portal:
- Remote site using a fob - hitps://access.albertanetcare ca
- AHS facility - https://portal albertanetcare.ca

1) Motification events where you are recorded as the assigned Receiver
- [20 occurrences] Consult: Service Provider Set (check your Triage” worklist)
- [10 occurrences] Advice: Clinical Triage in Progress
- [10 occurrences] Consult: Waiting for Clerical Triage (check your Triage’ worklist)
- [6 eccurrences] Advice: Completed (check your ‘Completed/Cancelled/Declined

To view these referrals, please visit your Alberta Metcare Portal=eReferral> Ty

To change your notification subscriptions, please visit your Alberta Netcare Portal =
Common > 'Manage Notifications’ settings screen.

For help, please click on the "Need Help?” menu item on the left of the Netcare login

The following eReferral notification events you are subscribed to have occurred within

- [6 occurrences] Advice: Waiting for Clinical Triage (check your Triage’ worklist)
- [6 oceurrences] Consult: Waitlisted (check your Waiting for Appointment/\WVaitlisted”

- [4 eccurrences] Consult: Cancelled (check your ‘Completed/Cancelled/Declined

d. In My General Subscriptions, click Change and select the desired delivery method. Click Accept to
save your changes or Use My Defaults to select the default delivery settings.

My General Subscriptions

[J Notification

eReferral Receiver - Referral: Declined

8 O

eReferral Receiver - eConsult: Action Required

<]

eReferral Receiver - eConsult: Cancellad

4]

eReferral Receiver - Referral: Service Provider Set

User Type

eReferral Receiver or Triage
eReferral Receiver or Triage
eReferral Receiver or Triage

eReferral Receiver or Triage

Delivery Methods

Customized Changs
Customized|Changs

[ Motify Immediately by
Email (Absent of Patient
Identifiable Information)
Motify Overnight in Daily
Summary Email (Absent of
Patient Identifiable
Information)

Use My Defaults
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e. Click the box next to a specific provider notification option to uncheck it. This will unsubscribe you and
you will no longer receive that notification.

f.  Click the Save button to save your changes.

Save Cancel

Reset to defaults

g. Tofind areferral, copy the complete Referral ID (including RFS-AAD-XXX) included in the email and
paste the Referral ID into the box under the My Referrals dashboard to search for your patient using the
Referral ID. Referral ID is only available on emails sent as ‘Notify Immediately by Email.” Daily summary
emails do not include Referral IDs.

Lo
» COMMOMN

+ FAVOURITES
» SEARCHES

~ EREFERRAL

My Referrals

Triage Referrals
My Assigned Referrals

Health Services
Catalogue

* EREFERRAL REPORTS
¢ PATIENT LISTS

» NOTIFICATIONS

+ CLINICAL ETOOLS

* RESOURCES

» ESIGNATURE

* MESSAGING

* NETCARE TERMS OF
USE

My Referrals

Requests Total
Recently Updated 25
Cancelled/Declined 22
Action Required £b 1
Drafis 1
Undelivered ]

In Progress 56
Completed 9

Waiting for Response 5

Referral | RFS-AAD-943316
D

Enter the Referral d from your email notification and click

‘Search’.

Referrals = eConsults
21 4

12 10

1 0

0 1

1] 0

43 13

6 =

*

h. Click Search and the specific referral will display.
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9.7 Auto-Subscribed Notifications - Triage User

Below is a list of default notifications that all triage users will automatically receive when an activity occurs on an
eConsult or Referral. These notifications can be customized to meet your needs. There are several other options

that triage users can subscribe to.

NOTIFICATIONS — EREFERRAL TRIAGE

WHEN WILL IT BE SENT?

Referral Triage - eConsult: Action Required

Notify Overnight in Daily Summary Email

Referral Triage - eConsult: Cancelled

Notify Overnight in Daily Summary Email

Referral Triage - Referral: Waiting for Clinical Triage

Notify Overnight in Daily Summary Email

Referral Triage - Referral: Clerical Triage in Progress

Notify Overnight in Daily Summary Email

Referral Triage - Referral: Completed

Notify Overnight in Daily Summary Email

Referral Triage - eConsult: Waiting for Clinical Triage

Notify Overnight in Daily Summary Email

Referral Triage - Referral: Action Required

Notify Overnight in Daily Summary Email

9.8 Register for Notifications — Triage User

Click on My Details from the Clinical Portal Menu.

Scroll to the section titled Users. Enter your preferred email address (this can be an AHS email or another
email address external to AHS) that you use and check regularly in the Notification email address field.
If you update your email address in My Details, you must be logged out of the Alberta Netcare Portal for
an hour to allow the email address change to be processed.

Alberta N o o
Netcare "~ You last logged in 28-Jul-2023 08:03 & Lo & v LOGOU
«
- COMMON My Details
My Details
Warklists Username Inactivity 2 hours v
Manage Notifications Timeout
g Change Password Your maximum timeout is currently 2 hours.
» FAVOURITES O Show alert uniil dismissed
+ SEARCHES @ Show alert for | 10 seconds
) Do not show alert
+ EREFERRAL .
Roles | perform  Clinical2-CH Groups | belong  Users, Receiving Provider Referrals, Referrals
+ EREFERRAL REPORTS 0 HSC Reports, Referrals Operations Reports
} PATIENT LISTS (Provincial), Referrals Operations Reports (Triage
Facility), Referrals User, Referring Provider
+ CLINICAL ETOOLS :
Referrals, Triage Referrals
» NOTIFICATIONS
' TS Update Preferences Discard Changes
» ESIGNATURE ===
Users
» MESSAGING .
Please enter a regularly accessed email address.
This email address is for AHS IAM updares and This address is used for ANP Outage notifications,
notifications. eReferral updates, Provider Notifications and as an
To change this email address, please login through alternate for remote access expiry notifications.
1AM, You must log out of Alberta Netcare for on hour for
1AM email your email address change to be processed.
address -
= Notification
email address

c. You will also notice an AHS IAM email field that is automatically populated with your email address. This
email field is not editable and is pulling your email address from the Alberta Health Services (AHS) IAM
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database. To change this email address, you must log on to IAM. Go to:
to update.

d. Click the Update Preferences button to save your changes.

e. To manage your triage settings, scroll down to Triage Referrals. Validate your Triage Facilities.

Triage Referrals
Triage Facility Margery E. Yuill Cancer Centre [WDFABEST], Add Referral ) add
Foothills Madical Centre - Women's Health E"E'c;tfc' LS o
rarts List
Cenitre - OB5-GYM [WDFAGGOE], Addiction and M 3
Show Last 1 month w

H - Addiction Medicine - Provincial [VRTLOO16], .
Completed/Canc

Morthern Alberta Renal Program - Nephrology  e|jed/Declined

[VRTLOO26], RGH - Holy Crass Ambulatory Care  referrals for

9.8 Managing Notifications Subscriptions — Triage User
A triage user can customize their notifications and method of delivery:

a. Click on Manage Notifications.

Albera

Netcare "

i e T DD

&
= COMMON

My Details
Worklists

Manage Notifications

b. Confirm that your email is correct. If you need to update your email address, go to My Details.

c. Choose your Default Delivery Method. You can be notified immediately or can receive an overnight
summary. Immediate notifications via email contain a Referral |D that can be used to find the referral,
whereas summary emails do not contain any Referral IDs. The sample email from a notification with a
delivery method of: Notify Overnight in Daily Summary Email is shown below.
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The following eReferral notification events you are subscribed to have occurred within the past 24 hours.

1) Notification events where you are recorded as a member of the Triage team
- [1 occurrence] Consult: Clerical Triage in Progress (check your ‘Triage’ worklist)

To view these referrals, please visit your Alberta Netcare Portal>eReferral> "Triage Referrals’ dashboard.

2) Notification events where you are recorded as the Referrer
- [1 occurrence] Consult: Waitlisted

To view these referrals, please visit your Alberta Netcare Portal>eReferral>My Referrals> 'Recently Updated’

worklist

To change your notification subscriptions, please visit your Alberta Netcare Portal > Common > 'Manage
Notifications’ settings screen.

To access Alberta Netcare Portal
- Remote site using a fob - ‘hiips://access alberaneicare ca
- AHS facility - | https://portal albertanetcare.ca

For help, please click on the "Need Help?” menu item on the left of the Netcare login screen

Sample email from a
notification with a
delivery method of:
Notify Overnight in
Daily Summary Email

Referral Id
Referring Provider:
Submitted By:

To view this referral,

1. Log into Alberta Netcare Portal.
2. Navigate to your Alberta Netcare Portal > eReferral > 'My Referrals’ dashboard

Notifications’ settings screen.

To access Alberta Netcare Partal-
- Remote site using a fob -hitps://access.albertanetcare.ca
- AHS facility -- htips://portal albertanelcare.ca

For help, please click on the "Need Help?" menu item on the left of the Netcare login screen

3. Copy/paste the Referral Id into the Referral Id field below your dashboard and click "Search’.

To change your notification subscriptions, please visit your Alberta Netcare Portal > Common > "Manage

‘Consult:

Sample email from a
notification with a
delivery method of:
Notify Immediately by
Email.

d. Fromthe My General Subscriptions section, select the notification and delivery method for each of
the notifications available by clicking on the box in front of the notification.
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» NOTIFICATIONS

 SARCHIE

» EREFERAAL

& [RIFIRRAL RIPOETY
» PATIENT LTS

» CLINBCAL TPOOLE

» RESOURCES

» RENATURL

MR RRALING

I Moty memsechacety by [Email (Abaent of Patent idenofiabie iInformanon] | efefemal Reserrer , efnfemal Reosver or Triage |

ity Onlrrughe in Dty Surmmany Benad (AEgan of Pursen Identifatis Infoemance) | eRefirral Retermer , sRefirral Reciss o Tr

FOLI LA LDOMOE 0L @il 15 falow) in vl IDeeads

¥ reguined, pour pubsonDed

My General Subscriptions

Ll meaificanion

R g Triage - Cofult: Dl

B3 | eteteread Trage -

#RFg i Truige - Comburt Wikiiited

Weasting for Chnical Trage

© Clericall Triage in Progress

sfpteiral Triage - Conput Reassgned

eRterra T Consuit Completed

TS RSl SRS TR (e D Culgeedl

th by Gebniaral Sbscnipnons Wmngs Eaiow

User Type
whafemal Riwsod o Trage
Rl Risiiiver & Sridg

Rl Rauier of Tri

Rl Rieive
Rt al Rt
Rl Radsgr
eRefermal Recetver or Trag

wRefemal Receer o Triage
wRaemal Ricssar o Trags

eRefieal Receer o Triage

Dreiteery Mettesds

Cumreized

ol

e. Click Change in the delivery method column and select the desired delivery method.
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f. Click Accept to save your changes or Use My Defaults to select the default delivery setting.

g. Click the box next to a specific triage notification to uncheck it. This will unsubscribe you and you will no

longer receive

g. Click the Save

that notification.

button to save your changes.

Save

Cancel Reset to defaults

h. To find a referral, copy the complete Referral ID (including RFS-XXX) included in the email and paste
the Referral ID into the box under the My Referrals dashboard to search for your patient using the
Referral ID. Referral ID is only available on emails sent as ‘Notify Immediately by Email.” Daily

summary emai

QOctober 2024

Is do not include Referral IDs.

Page | 93

5.2



Alberta

Netcare '

ELECTRONIC HEALTH RECORD

Alberta Netcare Portal eReferral

«
» COMMON

» FAVOURITES
» SEARCHES

= EREFERRAL

My Referrals

Triage Referrals
My Assigned Referrals

Health Services
Catalogue

» EREFERRAL REPORTS
» PATIENT LISTS

» NOTIFICATIONS

» CLINICAL ETOOLS

* RESOURCES

» ESIGNATURE

» MESSAGING

» METCARE TERMS OF
USE

My Referrals

Requests Total Referrals eConsults
Recently Updated 25 21 4
Cancelled/Declined 22 12 10
Action Reguired 4k 1 1 0
Drafis 1 0 1
Undelivered ] 0 0
In Progress h6 43 13
Completed 9 6 3
Waiting for Response 5 5 0

Select 3 fzvourice search »

Referral | RF5-AAD-943316
D

Enter a new favourite search |®

Enter the Referral Id from your email notification and click
‘Search’.

i. Click Search and the

QOctober 2024
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10.0 eReferral Reports

The Alberta Netcare Portal eReferral application includes several reports that extract and record selected data

from the system. Providers accessing these reports must belong to one (or both) of the following groups:

These reports are subject to change as new reporting requirements are identified and implemented. To gain

Referrals Operations Reports (Provincial) — Returns province-wide data; intended for the
eReferral project team.

Referrals Operations Reports (Triage Facility) — Returns data relating to a specific facility only;
intended for staff at that facility.

access to these reports, email to get started.

The reports are accessed from the Clinical Portal Menu — eReferral Reports. These reports are available to

User Guide

users with Clinical 1, Clinical 2, or Clinical 5 access, with an additional two reports available to those with Clinical
1 access.

Reports Available to Clinical 1, Clinical 2 and Clinical 5 Users:

Referral Request — Provides the total number of Referrals submitted.

Referral Request Referrals by Status — Reports the number of Referrals by status. Total
number of Completed, Cancelled and Declined referrals can be seen, as well as total Referrals
with additional information requested. Reports can also be run for specific time periods.

Referral Request Referrals by Referral Reason — Provides the number of Referrals submitted
under each referral reason.

Referral Request Referrals by Referring Provider — Gives the number of Referrals submitted
by each user.

Referral Request Referrals by Referring Provider and Referral Reason — Generates a list of
referring providers for any specific reason for referral along with the number of Referrals the
provider submitted using that reason.

eConsult Requests — Provides the total number of eConsults submitted, and the total number of
times each Complete Reason was used on the Complete Form. For example, the total number
of times that Continue Managing Within Your Scope of Practice is reported.

Health Services Catalogue (HSC) Triage Site Listing (Provincial user group only) — Generates
a list of all the facilities in the Health Services Catalogue, along with their contact information.

Health Services Catalogue (HSC) Provider Listing (Provincial user group only) — Lists all of the
providers in the Health Services Catalogue, along with their provider identification number.

Additional Reports Available to Clinical 1 Users:

These two reports are available to Clinical 1 users if they add the triage facility in My Details:

Referring Providers On Behalf Of Report - Lists the names of all Alberta Netcare Portal users
that have submitted a Referral/eConsult on your behalf by adding your name to their My Details.

October 2024 Page | 95

5.2


mailto:access.ereferral@ahs.ca

Alberta

Netcare

ELECTRONIC HEALTH RECORD

Alberta Netcare Portal eReferral

W )
User Guide

e Receiving Providers On Behalf Of Report — Lists the names of all Alberta Netcare Portal users
that have received a Referral/eConsult on your behalf by adding your name to their My Details.
10.1 Running a Report
a. Click eReferral Reports from the Clinical Portal Menu.
Select the report you wish to generate.
c. Enter selection criteria and click the Search button. The wider the selected criteria, the longer the report
will take to generate and display.
Alberta _
Netcare v A Do & ~ | LoGouT
«
¥ COMMON o If the Level is selacted as Triage Site, a valid Triage Site must be selacted
My Details
Worklists eReferral Report - Referrals
L2 e Level @ Total System (O Triage Site Triage Q
» FAVOURITES Site
» SEARCHES Date (@ Total to Date () Month () Quarter
~EREFERRAL fear hd
My Referrals Month v
Triage Referrals Quarter "
My Assigned Referrals
= .
~EREFERRAL REPORTS Category Count “
Referral and eConsult
Requests MNumber of Referrals (Total System) [Total to Date] 169
Printer Friendly Yersion Download CSV results
Referral Request
Referrals by Status
Referral Request
Referrals by Referral
Reason
Referral Request
Referrals by Referring
Provider
Referral Request
Referrals by Referring
Provider and Referral
Reason
d. Enter selection criteria and click the Search button. The wider the selected criteria, the longer the report
will take to generate and display.
e. Click Download CSV results for analysis in Microsoft Excel. Click Printer Friendly Version to save the

report as a PDF or print.

10.2 eConsult Billing for Receiving Providers

eReferral eConsults are billable using eConsult 03.010. Below is the process to gather the information you

require for billing.

a. Viewyour My Assigned Referrals dashboard and go to your Completed/Cancelled/Declined requests.
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Netcare "
&«
» COMMON My Assigned Referrals
» FAVOURITES
Requests Total
» SEARCHES
Action Required 0
v EREFERRAL Open eConsults 4
My Referrals
Tz TEErE S Waiting for Appointment/\Waitlisted 1
My Assigned Referrals Scheduled 1
Health Services Completed/Cancelled/Declined 4
Catalogue
Triage 3
» EREFERRAL REPORTS .
Waiting for Response 3
+ PATIENT LISTS Deferred 0

Referrals eConsulis

b. Enter the date range for your search in the Completed/Cancelled/Declined Date fields.

c. Select eConsult for Request Type and click Search.

Alberta Netcare Portal eReferral

User Guide

Receiver: Completed/Cancelled/Declined
Completed/Cancelled/Declined | 01-Jan-2024 E| o
Date 15-Mar-2024 [3
Referral Reason Q
Specialty Q
Triage Site Q
Service Provider Q
External Triage Site Q
Status Cancelled ®)  Completed %)
Declined ()
® Add
Reset |Enter a new favourite search ®

PHN/ULI

Patient
First
MName

Patient
Last
MName
Request
Type
Referral
ID

Priority

Select a favourite search w

eConsult +
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The results that appear are the eConsults you have received in the date range you selected. For
example, for billing purposes you may search the last calendar month to see how many eConsult you

received.

Recemied
Fate e x Referral R by
Mame e Dacg Reasor s
PATHFIMDOER, 7-0o- Hip
Testid 27 pain
EREFERRAL, 13-Apr-  Hip
Two B 2018 pain

b
' [ ervily Viersion I aad C54 resules

5

AdhAce

Calendar

days

d. Click either Printer Friendly Version or Download CSV results on the bottom of the page to view these
results in a more printer friendly version or to save them on your computer. You can share these
documents with your team and complete billing as normal.

o The Printer Friendly Version is a PDF document that can be printed.

Racamved Hedprming

Provader

Paticet Redersal R e

EREFERFAL Fres P

My Assigned Referrals - Completed/Cancelled/Declined

. T 15
X cen Elapasa |
Taeget  Time
[y
-]
funraan  mraies
2o

Hepeent
Ty

Achice

Savice Provider

Sastii

Cormgiated

- psmpeteal
Sashim Fleaion | Caselled
L]

Confiram Managrg |2 wesks g
Wehe Tour Socpe
of Pracios

o The Download CSV results opens in Microsoft Excel spreadsheet. You can open and/or save it.

Do you want to open or save Completed_Cancelled_Declined.csv (2.25 KB) from portallearn.albertanetcare.ca?

Open

Save

- Cancel

NOTE:

Since this information contains identifiable patient information, please ensure that it
is transmitted over secure email only.

e. To complete your billing process, you can download the Prac ID of the other physician. Go to
for more information.
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