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How to Access eReferral

You can access eReferral by copying and pasting the below URL:
https://erequest.ca.novarihealth.net

G Google

€ ) @  ttps//wunw.google.ca/gws

[8) Most Visited & my Sun Life| SunLife... < Getting Started |  EReferral |  eReferral Test Site /> ONEID | ~ NOVARI- AMH (TEST ... @ ci n M Clo... »

Gmail  Images
g Canada

Google Search I'm Feeling Lucky

Google.ca offered in: Frangais
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Technical Requirements
e One of the following:
v' Google Chrome
v’ Firefox 25.0.1 or better
v' Microsoft Edge
e PDF viewing extension or plug-in (for Internet Explorer users)
e Internet connection of 5 Mbps or better
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eReferral Support
When to Contact:

Log-in issues

Unable to access eReferral Application (website down)

New Accounts/New UsersVDeactivation

User account updates (i.e. name change, email change, password change)

Re-opening referrals

Transcription errors

Processing issues (i.e. unable to save/updating appointment dates, etc.)
Do you need support for Central Intake eReferral?

EReferralSupport@haltonhealthcare.com
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Creating a bookmark

Google Chrome
**Creating bookmarks allows you to quickly access the website

1. Open the browser and right click anywhere below the URL bar:

> C 0 6 s o / -

2. A menu will appear, Mdd Page

Connections

covo.y

COVID-19Virtu.
May 29, 2020)
Now Avail

3. The Edit bookmark window will open click in the Name field and type what you would like the

bookmark to be called. Then type or copy and paste the URL:
https://erequest.ca.novarihealth.net & click Save

Edit bookmark
Name  Novari
URL | https://erequest on novarihealthne

Bookmarks bar
Other bookmarks

New folder “ Cancel
4. A smallicon should appear now below the URL bar displaying the name that you created.

Connections - Connections X  +

> C (d G Search
@ Novari
Now you can click this bookmark to load the login page each and every time you need to access the

application.

Common Definitions
eReferral — A web based application used to process and track referrals from initial request to patient’s

first appointment outcome.
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Requester - The person who is submitting the referral.

Receiver - The program that is providing a service (i.e. Surgeon, Assessment Centre).

Outcome — Is the result of what occurred with the scheduled appointment.

Decline — A referral that is inappropriate, incomplete or if the patient would like to be referred to
another location; this action should only be used when Central Intake is required to re-direct the
referral or obtain additional information.

Cancel — Receivers can cancel a referral, for various reasons. (i.e. Patient declined service, unable to
contact, repeated no shows)

Complete Referral — Once the patient has attended their initial appointment, the referral can be
updated to a complete status

Closed — Once a referral is completed the system will automatically close after a specific amount of
time.

Central Intake — A single point of access for Healthcare Providers to submit referrals. Central Intake
receives, manages and triages referrals.

Delays — Referrals that you are unable to schedule due to specific reasons such as client is out of the
country for a period of time, or patient is in hospital with no date of discharge.

Queue — Each item on your dashboard is referred to as a Queue; when opened it displays those
referrals in list view

Reference number — This is a unique identifier that the application automatically assigns to each
referral. This number is made up of letters and numbers (i.e. E-6FG9EUS). This number may also be

referred to as the Cl or RAC number.
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Application Overview
Login — Username & Password
All users will be given their OWN unique username & Password. However, although all users have their

own usernames they will all be logging into the SAME dashboard. This dashboard will display referrals
that your user account has permissions to; you will only see referrals that are intended for your

novari

n Access to Care Cloud

Sign in with your Novari account

Username

psually your email address

Password Forgot your password?

Enter your password

Not registered? Request an account.

Novari Health Terms of Use Privacy Policy

location.

NOTE: If you attempt to login 3 or more times the application will automatically lock your account for approx. 10
minutes. Once that time has passed you can try again to login, if you are still unable to login contact eReferral
Support for assistance or Click Forgot your password on the login screen to reset your password.
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Login - Single Sign on (Hospital Users ONLY)

Single Sign-On (SSO) is a feature that enables users to access the Novari eReferral landing page using
their workplace credentials. Once SSO is activated, users can log in by selecting their organization on
the sign-in page, allowing them to authenticate using their organizational Microsoft accounts rather than

separate Novari Health passwords.

|. Navigate to eReferral Log in Page
https://erequest.ca.novarihealth.net

2. Scroll down to locate your hospital from the options provided. (If your hospital is not listed, please sign in
using your username & password; or contact eReferralSupport for further assistance)

Username

‘ ’J: sally your email a

Password Forgot your password?
Enter your password

or

Sign in with Montfort
4 Sign in with Orillia Soldiers Memorial
@ Sign in with Queensway

Sign in with Shared Health Manitoba

3. You will be asked to enter in your hospital email address & Password\

Sign in

No account? Create one!

r account?

Can't acces
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4. The application will ask you to confirm the number displayed on your authenticator app
Approve sign in request

Open your Authenticator app, and enter the
number shown to sign in.

93

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

Don't ask again for 9 days

an’t @ my Microsoft Authenticator app nght now

5. You will receive a notification on your authenticator app

No, it's not me

Authenticator locked

6. You will be re-directed to your user dashboard.
Important Tips

e Do you have the Microsoft authenticator app set up through your organization?
e You may only be required to follow these steps when logging in from new devices.
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Dashboard

The dashboard is the first thing you will see when you login to the application. You will currently see
the following sections:

v Notifications

v’ Direct Faxes

v" To Do

Notifications
This section notifies you on referrals that require an action.

e Unread Ocean Messages — Displays internal messages related to referrals you are involved in. If
you are part of a referral, you will have access to view and respond to these messages anywhere
within the application.

e Overdue for Scheduling (15 days) — referrals that have been accepted but not scheduled, and
have been more than 15 days in the scheduling queue. (this may be changed to reflect only
Urgent cases)

e Overdue for Scheduling (30 days) — referrals that have been accepted but not scheduled for a
longer period of time. (this may be changed to reflect Routine and non-Replacement cases)

e Overdue for Scheduling and Indefinitely Delayed — 6 Months - referrals that have been
indefinite delay and overdue for scheduling‘ of their assessment for over 6 months

e Overdue for Routing and Indefinitely Delayed — 6 Months - referrals that have been indefinite
delay and overdue for routing to a surgeon for over 6 months

The overdue nature of a referral will be configured under consultation with the Regional Joint Assessment Centre
(RJAC) and is intended to ensure accuracy within the system and to highlight the cases that may have been
overlooked and require attention.

Direct Faxes
The application gives you the ability to send outgoing faxes direct from the application.
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Failed Direct Faxes — This queue is where any referral that you direct fax back from the application will

populate if that fax was unsuccessful
Ig Direct Faxes

Failed Direct Faxes

To Do

These queues are intended as worklists and will update in real time to notify you of the following:

Queue

Definition

Awaiting Assessment Triage

Referrals awaiting review by the program for appropriateness
and completeness

Assessment Scheduling

Referrals awaiting an appointment to be scheduled

Assessment Scheduling (Urgent/Routine/Non-
Replacement)

Referrals that are currently awaiting scheduling which have
been broken down by their priority

Assessment Scheduling — Follow up

Referrals assigned an outcome of follow-up required, pending a
new follow up appointment

Awaiting Assessment — Follow up

Follow up appointments scheduled

Awaiting Assessment

Referrals that have been scheduled but have not yet been seen

Assessment Outcome

Referrals where the appointment date has passed and require
an outcome to be entered

Awaiting Routing to Surgeon

Referrals that have had their assessment completed and are
waiting to be routed for a surgeon consultation

Delay for Scheduling (indefinite)

Referrals on an indefinite delay, waiting for an assessment
appointment to be scheduled

Delay for Scheduling (indefinite) — 30 Days

Referrals on an indefinite delay + 30 days, waiting for an
assessment appointment to be scheduled

Delay for Routing (Indefinite) — 30 Days

Referrals on an indefinite delay for routing + 30 days

Declined from Surgeon

Referrals declined by the surgeon's office back to the RAC for
various reasons (e.g. patient wants different surgeon) requiring
attention. This queue is managed by the RAC.

I1[Page

The eReferral application is NOT intended to function as a repository for PHI. Please remember to print or copy required referral information as the eReferral solution will not
retain information for longer than émonths after the referral has closed




Referral Types
There are 2 different types of referrals:
Faxed Referral — Faxed referrals are received electronically as a pdf in the application through a
fax server. The Central Intake Program transcribes all faxed referrals into the application and
the original fax is automatically attached as a pdf.
eReferral — eReferrals are entered directly by a Requester who has access to use the application
or submitted through Ocean integration. These users complete the electronic form instead of
faxing the paper copy. In these cases there may be fewer attachments and no pdf copy of the referral
form.

Referral Form Functionality

PATIENT DEMOGRAPHICS & REQUESTER INFORMATION
The top section displays all patient demographic information, requester information, current location
and status at the top of the screen. You can expand or minimize the details by clicking the BLUE double
arrow in the corner of either area. Fields in this section can be copied and pasted.
1. Hover over the field
2. Notice will appear
3. Mouse click — notice that action was successful
4. Paste where needed

E-JQSEXYS

Smith, George
G

12|Page
The eReferral application is NOT intended to function as a repository for PHI. Please remember to print or copy required referral information as the eReferral solution will not
retain information for longer than émonths after the referral has closed



Referral Accordions
Each referral is broken down by accordions. To open and close each accordion just click the + sign or
directly on the accordion.

Accordion Breakdown
Additional Patient Information — Patient’s Family Care Provider Consent, and if appropriate WSIB
information
Provincial Orthopedic Referral Form — Reason for referral, diagnosis, medical history, medications, and
Assessment Centre/Surgeon Preference
RCA Triage — Central Intake will review the information and provide additional communication if
required.

— Used by the Central Intake Program to document patient or requester
interactions and record any missing information collected.

— Displays the destination that referral was sent to (Note: you will only receive

referrals that are routed to your destination)
Contact Attempts — During the workflow users have access to track their contact attempts made to
obtain necessary referral information and/or appointment booking.
Triage Information — Rapid Access Clinic accordion to identify triage priority as well as supporting
information (Appointment Booking)
Assessment Appointment — Rapid Access Clinic appointment accordion. Use this section to enter &
outcome booked appointments.
Regional Joint Assessment Centre Information — This accordion is used to enter additional information
related to the referral, when the patient is moving forward to a surgeon consultation.
Assessment Routing — A list of routable locations will display, and the accordion will provide additional
information related to the location (Sub Region, Wait time, Tags)
SURGEON CONSULTATION (V2) ACCORDIONS

Scheduling — This section is used to enter the surgeon consultation appointment.

I3|Page
The eReferral application is NOT intended to function as a repository for PHI. Please remember to print or copy required referral information as the eReferral solution will not
retain information for longer than émonths after the referral has closed



Attachments

Most referrals that are sent through the application will contain attachments, whether it is an X-ray
report, blood work, or the original referral. The attachments tab will display a number telling you how
many (if any) attachments are included with this referral.

To view an attachment:

1. Click the Attachments Tab
Smith, Geolge

Male | 48 yrs [NCN 5551112212 | ' (905) 666-1525
Show Details

[ Request | @ Attachments &) | @ Delsys 9 History

B Active Attachments
Attachment Type Notes

Request Form

Medication List

2. Click View for the attachment you want to view
3. The attachment preview window will open and load the attachment for viewing

View Attachment

E) Document Details

Aftached Date

17/09/2018 1:47:56 PM aeterra Form

Hip & Knee Rapid Access Clinic

Aachment Type
Request Form

[ Hip & Knes | E-YWSHSHA

=)

I Attach “ Cancel H On Hold l

© Add Attachment

Date Attached Actions

191082018 10:46:34 A 3

17/09/2018 1:47:56 P

& Open attachment in new window

Fax:s05) 380082

Notes.
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Referral Processing

Awaiting Assessment Triage

The awaiting assessment triage queue is where all referrals that have been routed by Central Intake to
the Rapid Access Clinic will appear. This queue is for the purpose of reviewing incoming referrals and
deciding if you can accept the referral, book the patient and assign a priority (routine or urgent). If the
referral is missing information or not appropriate you have the option to Decline or Cancel (see below
chart on when to do which action):

The question to ask yourself is.. ‘Does Central Intake need to send this referral to another service
provider or obtain additional information required by the service provider?

DECLINE CANCEL

A referral is declined when there is an The cancel action will place the referral into
ACTION that is needed by Central Intake a state of completed. You would cancel
when no RAC consult was completed. The
program can opt to send an efax to GP
communicating the reason for the referral
cancellation. (Unbale to Contact, No
Attendance etc)

e Urgent referral - Cl to route directly to e Not Appropriate -does not meet
Ortho Surgeon (specify Surgeon) inclusion criteria (i.e.. No OA)

e Exemptions (patient had surgery on e Patient did not attend - select reason:
contralateral side within 2 years or repeat no attendance, unable to
revision) - Cl to route directly to contact, deceased, did not want
Surgeon office (specify Surgeon) service, etc..

e No Longer Needed - patient was
recently seen at your RAC and they do
not require a follow up

e Incomplete Referral - Cl to complete
missing information

e Patient is choosing to be seen at
another RAC - Cl to route referral to
other RAC (specify RAC)

e Duplicate referral - patient already has
an appointment

e RAC consult already completed e Patient is already on a surgeon
elsewhere- Cl to send directly to waitlist/ or has an appointment with
Surgeon (please specify Surgeon) Surgeon.

1. Click Awaiting Assessment Triage from under the To Do section. A table will open that contains
the list of referrals.
2. Select the referral you would like to open by clicking on the patient's name

Ref# | Origin Name | Requ... | Rece... ‘ Requ... Date ... curr... Status Appt...
Oakiille
arrPaEL e Jinnah, o & K 210082018 Trafalgar
- oe, Jane
" | Rashid PEENEE 94051 AN Memorial
Hospital
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3. Once the referral opens the application will automatically take you to the banner called Triage
Information; this is where the APP or person responsible for reviewing referrals can indicate
priority and provide any notes associated with this referral such as booking instructions.

& Triage Information Triage Priority
Triage Priority Clinician Triage Notes.
m— | Ficoce Select- -
/’ )

Send to Scheduling

4. Select the priority by clicking the field and select the priority that applies. If needed enter any
notes into the Clinician Triage Notes text box. Once you are done Click Send to Scheduling, this
will move the referral into the Assessment Scheduling queue.
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Assessment Scheduling
Referrals that are in this state are awaiting an appointment to be entered into the application. Follow
the steps below when you are ready to schedule:

1. Click the Assessment Appointment banner

[y p— Appt DatefTime 2V12022 123500PM  Outcome Palient Seen [——

Last Appintmern Contact
- | oosmrrry

To enter an appointment date and time in the scheduling widget you can click anywhere within the
appointment field to open the calendar to select your date

(= March20t9

Su Mo Tu We Th Fr Sa

3 4 56 7 8 39
00N 12 13 14 15 16
17 18 19 20 21 22 23 P Previous Appointments

24 25 28 27 2 20 B

Or [owmvmmms @) to select a time by the hour.
" 12,2019 —
oo asor ooao (D
wor wor o a0
1200 1300 1400 1500 I Previous Appointments 1
Once you sele = == " == ** nute intervals

2000 2100 2200 2300 Assign an appointment date and time for the service

[awsmworsan 8] L TIMES TO BE ABLE TO BOOK THE
*

After you have completed entering the information Select a Book Appointment this will lock in the
appointment and will update the state of the referral to Awaiting Assessment.
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%ppointment Contact Tracking‘
Within the Assessment Appointment banner there are 2 fields that should be used to flag a referral to
show how many call attempts have been made and the date of the last call attempt. These fields are
available in the list view so that you can filter or sort by them.
NOTE: Please ensure you also document in the notes section, your actual call attempts as these fields
don’t track updates. The attempts won’t be added to the referral history.
When using these fields (including the Notes text box) you always must ensure you click Save after
updating them.

1. Select Add New Attempt

Add New Aiemot

2. Enter the date, time and outcome of the attempt

Contact Oufcome
%. Contacts

- Please select -
Contact Attempt#  Contact Date and Time

1

- Please select -

29/09/2025 12:00 AM Confirmed by Family Member

Confirmed by Patient

Left Message

Letter sent to Patient

Letter Sent to Requester - Mo Contact
No Answer

No Voicemail

Out of Service

Will Call Back to Reschedule

‘Wrong Number

3. Select ‘Save’ — please note if you do not save and navigate away from the referral, your attempts

| L ” Save ” Decline ” Attach ” Cancel |

DO NOT automatically save.
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Rescheduling & Cancelling Appointment
To reschedule or cancel an already booked appointment:
1. Search the record by clicking in the search field located at the top right side of the screen

[/onovarl eRequest Home  sRequests

Q LastName, Ref #, HCN

(You can search by Last name, First nam

Reference#)
2. Once the referral opens, scroll to the Assessment Appointment banner, click the RED Cancel

o version code) or eReferral

¥ Current Appointment | = Previous Appointments

B Appointment Selection Assign an appointment date and time for the service

intment Date and Time:

If the date & time of the original

& Appointment Outcome Piease indicate the appointment outcome and reason appointment has PGSSEC’ Vol will
Appointment button only need to select an outcome and
reason as no red cancel
3. Select an outcome from the drop down . )
appointment button will appear.
4. Select a reason from the drop down

5. Click the Cancel button at the bottom right corner

Appointment Date and Time:

29/08/2018 10:3C AN Cancel Appointment
& Appointment Outcome Please indicate the apiggatment outcome and reason
‘Outcome: Comments:

Appointment Cancelled j
Reason:

Patient Cancelled/Rescheduled j

Note: When you reschedule an appointment the application logs all previous appointments in the
tab Previous Appointments (as below example)

B8 current Appointment | $=  Previous Appointments

B Previous Appointment  View previous patient appointment information
Date: Outcome: Reason: Additional Information:
29/08/2018 10:30:00 AM Appointment Cancelled Patient NiA
Cancelled/Rescheduled
23/08/2018 8:30:00 PM Appointment Cancelled Patient NiA

Cancelled/Rescheduled

The referral will refresh and the status will change back to Assessment Scheduling until you update with
a new appointment or if needed cancel the referral.
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Declining a Referral
You have the ability to Decline a referral back to Central Intake. *Please review the list of appropriate
declining reasons.

A referral is declined when there is an ACTION that is needed by Central Intake

e Urgent referral - Cl to route directly to Ortho Surgeon (specify Surgeon)

e Exemptions (patient had surgery on contralateral side within 2 years or revision) - Cl
to route directly to Surgeon office (specify Surgeon)

e Incomplete Referral - Cl to complete missing information

e Patient is choosing to be seen at another RAC - Cl to route referral to other RAC
(specify RAC)

e RAC consult already completed elsewhere- Cl to send directly to Surgeon (please
specify Surgeon)

To Decline:
1. Open the referral you want to Decline (referrals only in states of Awaiting Assessment Triage or
Assessment Scheduling allow for you to decline)

2. Click the Decline button

Westbrook, Russell
Male | 65yrs | HCN 0000000000 [
Hide Details

Hip & Knee | E-1T7TKTQD
&00) 000-0000

Birthdate Requester tenant01, tenant01 (Novari i
Address 920 Morseman 5t Submitted 26/09/2018 11:13:46 AM
Etobicoke , Ontario Priority
Language Current Queensway Health Centre
Email Location
Main (000} 000-0000
E Request Q Attachments @ Delays "D History E]

3. A pop-up window will appear asking you to select a Reason for the Decline
a. Incomplete Request
b. Not Appropriate
c. Patient chose another program
You\ will also have the option to free text any further information you may want to provide Central
Intake\. In order to help facilitate the referral next steps information that can be included is patient
preference on program choice, as well as ‘why’ you are declining.
4. Click Confirm Decline

Decline eRequest
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The screen will now reload and the status will appear saying Decline in Red and will be sent back to
Central Intake. Declined referrals will be managed by the Central Intake Program Intake Assistant.
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APPOINTMENT OUTCOME

Once the appointment date and time has passed, you are required to provide an Outcome & Reason to

complete the referral.

There are 3 options for outcome, select the one that applies:

e Patient Seen
e Did not attend.
e Appointment Cancelled

The options for Reason will be different depending on the outcome you select:

Places the referral into a state of routing

RAC Appointment Outcome Function/Status Features & Workflow
Follow up Required Triggers - Awaiting Scheduling  *  Places the referral back into a state of scheduled
* Referral are placed in the Assessment Schedule - Follow up queue
Assessment Scheduling - Follow Up
eRefemais reacy 1o be scheduled for an assessment folow Up
Surgeon Consultation - Surgical Triggers — Assessment Routing  *  Opens the Assessment Centre Accordion
Candidate + _ Allows the RAC to route the referral to a surgeon consult
Surgical - Patient declined Triggers — Complete — (Re-Open) =  Places the referral into a completed state with the option to re-open
. If re-opened an automatic delay is applied
* New interaction date will need to be entered & outcome
*  Referral will then proceed to routing.
Conservative Management Triggers - Completed (Re-Open) +  Places the referral into 2 completed state with the option to re-open
. If re-opened an automatic delay is applied.
*  New interaction date will need to be entered & outcome
*  Referral will then proceed to routing
Surgeon Consultation — Triggers — Assessment Routing  *  Opens the Assessment Centre Accordion
Second Opinion by Surgeon + _ Places the referral into a state of routing
Surgical Consultation injection Triggers - Assessment Routing  *  Opens the Assessment Centre Accordion

Non-surgical management - Injections Triggers — Completed (Re-Open)

Places the referral into a completed state with the option to re-open
If re-opened an automatic delay is applied

New interaction date will need to be entered & outcome

Referral will then proceed to routing.

For
you to

proceed with routing you MUST complete the outcome and reason, otherwise the routing will not
appear, and you will be unable to move the referral to the next step.
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1. Select the outcome and reason from the drop-down menus within the Assessment
Appointment Banner

2. The Complete button will appear. Only after you select the complete routing accordion will
appear. (See chart above for which reasons allow you to proceed to surgeon consultation)

£ Assessment Appointment Appt Date/Time 17/09/2018 1...  Outcome Reason
Hotes
B9 current = erevious
BB Appointment Selection  Assign an appointment date and time for the service
Appointment Date and Time:
1710912018 12:00:00 A
& Appointment Ouicome  Please indicate the appointment outcome and reason
outcome: Comments:
Patint Seen |
Reason:
Patint Seen =l

Complete

FOLLOW-UP APPOINTMENTS

At the point of initial appointment you can (if needed) input a follow-up appointment. Follow the
below steps in order to book follow-ups:

1. Referral state must be in Assessment Outcome (if a referral was already completed you will not

be able to add any follow up appointments)
2. Select from the outcome drop down — Patient Seen
3. Select from the reason drop down — Follow-up with APP

4. Click the Follow-up button

B Appointment Ouicome  Piease iicate me spposntment outcome ans resson
The
Outcoms: Comments:
B8 current Appointment | 3=  Appointment History
History P patient
Date: Outcome: Reason: Additional Information:
10/11/2020 1:00:00 PM Patient Seen Follow-Up with APP. N/A

initial appointment will be saved within the Appointment History tab as below example:

This will put the referral back into a state of Assessment Scheduling

5. Input the follow-up appointment date and time into the appointment widget and click book
appointment
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N

The

= ToDo - Filter by: Current Service Type - -

Awaiting Assessment Triage
eReferrals wailing to be triaged

:M:No

Assessment Scheduling
eReferrals ready to be scheduled for assessment

Assessment Scheduling - Urgent

= B Quick Process
Urgent eReferrals awaiting scheduling for assessment

Assessment Scheduling - Routine
Routine sReferrals awaiting scheduling for assessment

Assessment Scheduling - Non-Replacement
Mon-replacement = awaiting for

Assessment Scheduling - Follow Up
eReferrals ready to be scheduled for an assessment follow up

Awaiting Assessment
eRefemals that have been scheduled for assessment

referral will now be in Assessment Scheduling — Follow up

Assessment Centre Accordion
Select the Priority from the Surgeon Consultation Priority drop down (you MUST select a priority)
Select the Surgical Consult Reason from the drop down menu
Indicate what the patient’s preference is, either:
i. First Available
ii. Preferred Surgeon
iii. Preferred Hospital

B Regional Joint Assessment Centre Information -
Surgical Consult Reason Patient Preferences.

Preferred Location Preferved Person

Surgean Consubtation Priority Post-Assessment Notes

Please select -

Surgical Consult Reason

- Please select - -

Patient Preferences *

First Available
Prefesred Hospital

Prafered Surgean

Inappropriate for surgical consult
If the patient is not proceeding for surgeon consultation. Use the following appointment outcome
reasons.

e Surgical — Patient Declined

e Conservative Management

e Non-Surgical Management - Injections
These reasons will place the referral in a state of completed but allow the RAC to re-open if the referrals
need to be re-activated & routed.
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**It will be the responsibility of the RAC to notify the Requester (i.e. Primary Care Physician/Referral
Source) of the outcome of their patient’s referral**

ASSESSMENT ROUTING (SURGEON OFFICE)
**Before Routing Remember — to attach any assessment notes,
updated x-ray reports, etc.**

Routing accordion - Filters

Service Type Sub Region Tags
Hip Consult l Show All Sub-Regions x y
Select Service Show All Sub-Regions
Ankle Consult Central French
Elbow Consult Central West Spanish
Foot Consult Halton

Free Parking
Hand Consult North Simcoe Muskoka

Knee Consult
Shoulder Consult
Wrist Consult

Assessment Routing — V2 Location vs Surgeon Office

V2 - Surgeon Name: Some surgeons have chosen to see patient’s for surgical consult at the RAC.
This is referred to as the V2 (visit 2) clinic. The V2 clinic referrals are managed by each RAC which they
are responsible for accepting the referral, scheduling and completing (appointment outcome).
Surgeon Office: For surgeons who have chosen to see patients in their private offices. Location will be
displayed using only the surgeon’s name. These referrals are managed by the surgeon admin who is
responsible for accepting, scheduling and completing the appointment outcome.

OFFICE ROUTING = Dr. Surgeon Last Name

V2 Clinic ROUTING = V2 — Dr. Surgeon Last Name
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Di. Clements - Ciements, Higel

71 King Street, Mississauga, L5E 4A2
Di. Deakon - Deakon, Tim

No Priorily: 848 Days
250 Wyecroft Road, Oakvile, L5K 117

V2 DI Clements - Ciements, Nigel

308-190 Snerway Dve. E1obicoke, MEC SN2

V2 - Dt Deskon - Deakon, Tim

3001 Hospital Gate, Oskvise, LGM 0L8
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Out of Region Surgeons

For patients requesting to be seen by a surgeon that practices outside OH Central referrals are managed
by the Central Region Orthopedic Referral Hub.

(North East, North West, West Region, East Region, Toronto Region)

Out of Region = Outside of Central Region
)
@ @ e

North East North West East Region
Region S

Region

Ontario Health Interim and
Transitional Regions

Ontario e

After a RAC assessment is completed, patient chooses: Surgeon outside Central Region

RAC RAC t
informs Regional ElaiLal Select Out or

notes are . .
uploaded to e- R_eg%l‘:’:tr:on i

referral system

Cl of name of

preferred Surgeon
or Hospital *

*Method of communication with Central Intake will be through the Discussion feature in eReferral.
User will trigger a notification to the message, this will allow for Cl to identify the referral to be
processed.

Central Intake will obtain confirmation of receipt. Once the receipt of the referral has been received,
the ownership transitions to the surgeon’s respective Central Intake.

*Some regions may require the patient to go through the RAC process again. Central Intake — Central
Region - Orthopedics Hub doesn’t obtain wait time times for RACs or surgeons outside OH Central
Region.

**IMPORTANT** Once you click Route Out of Region you will no longer be able to update or add
anything to this referral, so ensure you attach all documents beforehand
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Assessment Routing — Wait | display

After more than 10+ referrals have been completed at the provider/service, the application will start to
display the wait time for Urgent/Non Replacement/Routing/No Priority referrals. This applies for both
referrals waiting to be routed to a Rapid access clinic or for Surgeon consultation.

4 Central Intske Routing

Has the patient met the criteria to be routed directly (o 2 surgeon?® @

Yes @ Mo
Triage
[aon -]
Location/Provider Sub-Region Address Wait 1
Oakuille Trafaigar Memorial Hospital - RAC Halkon 3001 Hospital Gate, Cakvile, L6M 0LY Urgent 1 Days Non feptacement -1 Days Rouling: 12 Ddys NG Priority. 146 Days
Queensway Health Canbre - RAC Haltan 150 Sherway Drive, Toronta, MOC 145 Urgent 9 Days Non replacement: 164 Days Routine: 0 Days No Priory: 242 Days

Cancelling a Referral
You can cancel a referral, if it’s no longer required.

1. Open the referral you would like to cancel — if the referral you want to cancel has an
appointment already inputted you MUST cancel the appointment first and then cancel the
referral.

2. Click the Cancel button

Westbrook, Russell
Male | 65yrs | HCN 0000000000 | * (000) 000-0000

Hip & Knee | EX1T7KTQD

Hide Details

Birthdate 08/04/1953 tenant01, tenant01 (Novari

Address 920 Morseman 5t Submitte: 26/09/2018 11:13:46 AM
Etobicoke , Ontario Priority

Language - Current sway Health Centre

Email - Location

Main (000) 000-0000

E Request 'i\;, Attachments @ Delays {D History E]

3. A pop-up window will appear asking for you to select a reason from the drop down menu —
there are many options to choose from, select the one that closely relates to the reason

Cancel eRequest

Paase Senct =

4. Click Con' .
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Cancel eRequest

Removal Reason
[(ctent Does Not want service =

Comments:

Do Not Remove ” + Confirm Removal

The referral will reload and show the state is now Cancelled.

If you need to reopen this referral in future

for example: Referral was cancelled as you were unable to contact the patient for an appointment after
several attempts and the patient has now called back and wants to schedule)

To reopen a referral:
1. Search the referral
2. Once the referral opens, there will be a Reopen button to the right of the screen, Click the
‘Reopen’ button

260372019 08:10 PM

{eaith Humber odan
1nsi1ses Mai 453) 3455097 Wartman, Ofivia Unable to Contact Patient
123 Fake Stroet s Kingston General Hospital - 76 Stuart St
Kingston , Ontario HOH 0HO Department of Newrology
English Pnone (613) 545.5538 X 1245
Fax (132) 465.789%0
O Delar D wstory & s
2 _Additional Patient information Doos the Patient Have a Far Yes Patient Consent Full Co

3. The referral will reload and will appear in the state that the referral was in when you
cancelled it and will also automatically have a Current Delay on it (see next section on

Skywalker, Rey z Hip & Knee | E-AE 1 Oakile Trataigar Memonal Hospre [EEEETUNIERIIITY | Curret Deley
Female /30 yrs / Health Humbier 8655586555 RO | (453) 345-6657 Rausstod 2032019 08:10 Pl [ Rousine
Bt 108188 M sy Raquestet Wartman, Oinia Ressin
Adiwess 123 Fake Stoet Source Kingston Goneral Hospial . 76 Staar St Hites
Kingston , Grtario HOH 00 Department of Neurology
Langusge  English (613) 545,538 X 1245
Email
R O owrs
& peteys
Resson start Date &na pare Hotes
[ — - — e v |

The referral is now ready to be processed.

Additional Features

Delays

This is to be used when the patient is unavailable for an appointment due to patient-related
concerns/reasons‘. When a referral is placed on a Delay the application will subtract that timeframe
from the total wait time and you will not be able to schedule any appointments during the indicated
delay timeframe. You can however still schedule as long as it’s outside the set delay date.

To put a referral on Delay: (Example: Patient on vacation, patient in hospital)
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1. Click the Delay tab

Pathinggr, Don [0 Hip & Knee | E-GSETXVD
Male | 24%s | HCN 123456 | % (444) 444-4444 x 4 .

Hide Details

Birthdate 07/06/1894 Requester Intake, Central (Central Intak:

Address Halle St Submitted 22/08/2018 10:42:29 AM
Kingston , Ontario HOH 0HO Priority Routine

Language - Current Qakville Trafalgar Memarial H

Email - Location

Main (444) 444 4444 x4

Delays +9 History E]

[ Request | ¥ Attachments

" Patient Consent

2. Click Add Delay

[ Request S Attachmenis

[ Decline H Attach “ Cancel H On Hold l

) Delays
Reason Start Date End Date Notes Actions
3. Select from the pop-up window:
a. Reason for Delay
b. Unavailable Dates — Start Date & End Date
c. Provide any notes in the Notes section
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Add Delay

;=E Reason for Delay

Reason for Delay *

Patient Chooses to Defer j

ﬁ Unavailable Dates
Start Date *

041092018 __‘I ™ indefinite?

End Date *

3000912018 i

E Hotes

Notes

patient is on vacation | ‘

=

4. Click Add to Save
If the delay requires a longer timeframe, you have the option to update the delay to extend the
period. Also, you can set the delay to indefinite, which is appropriate for instances when a patient
may not know when they will be able to schedule an appointment (i.e. patient gets admitted to
hospital).

To set a referral to Delay indefinite follow the above steps, but instead of providing an end date click
the check box beside Indefinite

Edit Delay

= Reason for Delay

Reason for Delay *

Fatient Chooses to Defer d

f  unavailable Dates
Start Date *

04082018 il
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5. When you Save the Delay it will now appear in the Delay Tab

NOTE: Do not remove a delay unless, It is done in error.

[ Request % Attachments @ pelays | D History = w || save || Attach || OnHold || Cancel

4D Delays
Reason Start Date End Date Notes ctions
Patient Chooses to 201172013 011022019 0On vacation Update |

Defer

Please make sure that if a referral is put on an indefinite delay for routing that you update the end
date before routing to the surgeon -- the end date can be the date the patient made the decision of
where they want the consult to be done
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Click & Copy
Some fields are setup as a click & copy:
PATIENT INFORMATION:
e Name
e Date of Birth
e Phone Number
e Address & postal code (does not include city or province)
e Health Card Number (not the version code)
e Email address

E-JQSBXYS (@ Click to copy

Requester Informatio Request Date Priority Pathway Current Location
/03/2021 08:31 AM - Shoulder Central Intake
[ ] N ame Requedt® Source Location Source Address Phone
Stevenson (Requester), Jenny 303-294 Main St 303-294 Main St (905) 883-6666 X
e Phone & Fax

-795;5‘324-5214}( _Reasoﬂ _NDIE!

eReferral Reference Number

To use this feature, move your mouse over one of the above listed items and a pop-up will appear “Click
to copy” left click your mouse and the information will be ready for you to paste into any document by
right click and paste or keyboard shortcut Ctrl + V
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Side Bar Menu

The side bar menu automatically appears when you are in a referral no matter what state it is in.

CProvari eRequest Home  eRpquests v ToDo v [ Last tame, Ref# ki | Nigel Clements
E) Awaiting Outcome Potter, Harry [ i & Knee | EXY22119U
<_Full List View [=<])=] Male | 27 yrs | HCN 1111111 | % (905) 4453333
| Show Details
) Potter, Harry @
e aED
; T | |5 e amimeris @ © oeoe 4 iy (== ) (oo ) (o J )
) smith, Mike @
fip & Knes & Additional Patient Information  Does the Patient Have a Family Physician? Yes Patient Consent
) smith, George @
[DEk Provincial MSK Referral Form Diagnosis Osteoarthritis Functional Limitation
B Regional MSK Referral Information
«
? Central Intake Reception
Central Intake Routing
Assessment Appointment Appt DatelTime 10/0...  Outcome Patient Seen  Reason Patient Seen
& Regional Joint Assessment Centre Information
% Assessment Routing
Scheduling Consult With Clements, Nigel at 71 King Strest Site 507
-l [ e———
B8 current Appoi = Previous
00000 1-30f3

Features are:
e Quick access to the current queue you are in
Shows an up-to-date look at how many referrals are still in that queue
e Displays Client Names, Location, and current state
. @ when the mouse hovers this icon it will display some information about that referral

[ Pnovari eRequest Home  eRequests v ToDo
) Awating Ouscome [N
& Fall stV [a)[7][ [E] poteer, Harry Eaxv22meu 153333

2 Knee [ outcome Required |
@

Potter, Harry

ip & Knee - 71 King Siret Sute S07 .
Submitted 2018.09-08 FD History

) smith, Mike o

ip & Knee & Additional Patient Information  Does the Patient Hay

9 smith, George ®

=a & Provincial MSK Referral Form  Diagnosis Osteoarthi

B Regional MSK Referral Information

***This can be closed and re-opened by clicking the double arrow on the side of the menu***

Filters - Permanent
Filters are great to utilize and assist with managing your queue. They can be saved and can be accessed
easily once created.
How to create a filter
1. To create afilter click the top right menu where your login name is displayed
(you can access this menu no matter where you are in the application)
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MSK AssessmentHH 14
user profie @ -
= | User Filters
My Fiters @

-

Filter Name / Ecit/ Delete

User Filters

2. Click My Filters, a pop-up box will appear

3. Click Add Filter

4. Then create a name for your filter such as Hip & —,
Knee

5. Click Select Criteria and choose Request Type Reawst -
from the drop down menu, then click Add Criteria

6. A text box will appear below, click in the field and =) User Filters
type what you want to filter by once you see it
appear click it with your mouse to select it. s e

7. Then Click Save & Add Another and repeat thi ‘
process to create as many filters needed.

Filter Name:
o & K

Affected Joints. X
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Quick Filters

Follow permanent filter steps

Skip step 4
Single use filter

How to use your filters:
1. Open any queue into list view

Note:

@ Awaiting Assessment Triage

E-9EQNSSR

Gener:

Requestl... Receivin...

tenanl1, tenanid

Hip & Knoa

Requester, Testing
(Test Clinic)

Hip & Knee

Stavensan

EKSPOMY

(Requester), Jenny

Hip & Knee

(303204 Main St}

Requestar

EAYICBIN

‘Shauder (Shouldsr
Requesting

Shoulger

Locaion)

Requestar,

ELIVEHAX Du

Shouder (Shoulder
Requesting

Shaulder

Lacation)

Click the Select Filter drop down menu
Select the filter name from the list (I choose to just see referrals for Shoulders)

@ Awaiting Assessment Triage

E-TVRBEW

= Roqu

tenantd

Requisti...

Request . Routed D. Cunent L.
Ol Traksigar

Momarial Hospial
RAC!

08042019 9.30.28 11032021
M 125626 P

Oakoile Tralsigar

2021 9535 -
10172021 853 z;huztzume RN

A

e Trala
110172021 85420 11032021 1102 e Trataigar
A

11032021 10013 111032021 1.00:22 ohle Traklger
o

RAC

10032021 10111 112021 10124 Ole Trafalgar
. RACH

The list will refresh and reload displaying only Shoulder referrals

@ Awaiting Assessment Triage

ner | ovge

[

| Regesn

Requisi

Requester

EAYICEMN

Shouider (Shoulder
Requesting

Requester

E-LIVEHAX

Shenider (Shaulder
Requssiing

Showosr

Locaton)

921 10013 110372021 100

1032021 10111 11932021 10124
B B

Routed D. Currem L. Statas

e Trataigar
erial Hospital
RAC1

Qalvle Tratsigar
Menmieiel Hosgitsl
RAC1

I Hospital -

Memaris! Hospaal -

Memarial Hospital -

Status Appt. Date

app

Filters will stay on as long as you are on the same list of referrals. Once you open a different

list or go back to the home page the filter will automatically turn off.
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Searching
The search is accessible from all areas of the application. You are able to search by last name or (last name, first
name), health card number (without version code) and eReferral reference ID.
To search for a record follow these steps:
1. Click in the search box located at the top right side of your screen
2. Type in the blank field type one of the following:
a. Last Name
b. Last Name, First Name
c. Health Card Number (no version code)
d. eReferral Reference number

3. Hit the Enter Key

<:'novuri eRequest Home  eRequests MSK AssessmentHH 1

Assessment Centre Dashboard

o

O Notifications B = ToDo @

Overdue for Scheduling - 15 Days Assessment Scheduling
R wait ng b

Overdue for Schedulini

- 30 Days
Refenal wit g

Awaiting Assessment

Overdue for Scheduling and On Hold -
R been an hold and overdue

Awaiting Routing to Surgeon
Refes E had th ent and are

Overdue for Routing and On Hold - 6 Months Assessment Scheduling - Urgent
R n o hold and overdue fo n for over & manth g sc

Urge g scheduling f

8 Direct Faxes
Failed Direct Faxes [0 ]

Assessment Scheduling - Routine

uling for

On Hold for Routing

On Hold for Scheduling
o ut on hold

4. You will either receive a pop up window displaying all matches OR the referral will automatically open
if there is only 1 match in the database
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History Tab

The application tracks each user’s actions on the referral as it moves through the process. This is so that
you can see at a glance which user did what action and when.

Users can view this tab by clicking on the History tab when you are reviewing a referral.

There are three sections within the History of the referral:

e Communication History — this displays if a fax was sent out for this patient’s referral. It shows
the Status of that fax, when it was sent/initiatedL who sent it and what fax number it was sent
to. Also gives you the option to View a copy of the fax that was sent and from there you can also
re-send the fax if needed. If a fax failed it will display failed under the status column.

e History — this part shows you what user has made actions on the referral and what type of

actions and when they were done

Type status Time Sent sent By sent To

=

Date User Venue Person state Action

stant Date Refarence Number Requester Requesting Venue

k

Healih jactrnan, James :t,—' ==

e Other Requisitions for this Patient — other referrals that have been submitted for this patient
will be displayed.
Note: You will only see basic details of referrals unless you have specific service location
permission for those referrals listed.

This information can also be used to connect with any users that handled this referral as the users email
address is embedded in history section, in case you need any clarification or have questions regarding
that referral.
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Attachments

View Attachment

[ Dpocument Details & Open attachment in new window

17/09/2018 1:47:56 PM

Referral Form Fac (505 335082
Hip & Knee Rapid Access Clinic

Atachment Type

Request Form

Notes

[ oWV compLETED ReFERRALS WLl BE ACCEPTED |

You can also attach supporting documents that may be required (before you do this you must ensure
the documents are in pdf format). Follow the below steps on how to attach:
1. With the referral open click the Attach button or the Attachments Tab then Add Attachment

@ Smith, Peter ) Hip & Knee | E-J88UPWI

Male | 66 yrs | HCN 5552221985 | % (305) 558-2632 . e
Show Details

[ request | % Attachments ) | @ pelays 9 History

B  Active Attachments

Attachment Type Notes Date Attached Actions

Request Form 06/08/2018 7:47:02 AM “
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2. A pop-up window will appear
e Select Source - Upload from file

Add Attachment

& Sselect Source

[E] Adjust Document

Rotate Left

3. The
WI” Attachment Type: *
- Please Select -
to Notes:
you

Cancel

have selected the correct file click Open

¥ File Upload

Rotate Right

El Assign Document Types

Crop

o [

erny Stevenson

x|
Search Jenny Stevenson )

Organize =  New folder

7 Favorites
Pl Deskiop
& Downloads
5] RecentPlaces

4 Libraries
% pocuments
o) Music
&) Pictures

B videos

7% Computer
&, ospisk (C:)
5# hhsc (\halton'yoot
3 Jenny Stevenson {_|
9 DRCC (Whaltonyo
cial (Vhaltonyo
5? spedal (halton'y B

orade jre_u

sage
[ <

My
Documents

i~ 0 @

Contacts

Desktop

Downloads Favorites Links

L

My Music

My Pictures

My Videos Saved Searches

Games

-

File name: [

=] [ansupported Types =l

Open |+ Cancel

VA

save

application
then ask you
select it
from where
saved it on
your
computer,
once you
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4. Then select Attachment Type from the drop down menu

Add Attachment

ES  Select Source

Uplosa from fle

[ Adjust Document

Rotate Left || Rotate Right || Crop

Bl assign Document Types
. Preview Not Available
Attachment Type:
Consut Hote
~ ioase Selct-

‘Gonsulation Report

5. Click Save, then repeat these step if you need to attach another document
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eFax's & Templates

The application gives you the ability to send outgoing faxes directly. This can be used at any point
within a referral and allows you to send customized template a copy of the referral and attachments.

1. Select Patient/Referral you would like to send a fax for
one-Link / E-QBIEABG / Onelink [iiateiicic.)

Hendrix, James Editpatent Hide Details
Male [ 77yrs | HCN 2222222222 JH | (233) 414-1234 x 124

Bithdate 271171842
Address 23 -123 Guitar Way
Rock City , Ontario E3E 3E3
Langusge English
Emsil JHendrix@notmail.com
Main (233) 4141234 x 124
2. [8 Request % Attachments @ Delays
S Print

Requested
Requester
Source

20/0812018 09:46 AM Friotity  Hon-Urgent
Wartman, James. Reason

deactivated KGH that | cant get rid of i  Motes

- 76 Stuart 5t

{612} 5483222 X 6666

Hot Available

=]

Resshedule Screening

3. Fill'in all required information and select the template from the drop down menu

Send Fax

Fax Number *

{905} aaa@n

From @+

TEST

To@*

TEST

Subject *
TEST
Select Template @
Ne Templste Selected (Use Comments)

Comments

Include Printable eRequestd Form? *

Yes @ No [ ciar

Include Attachments

Request Form

Always double check the

prepopulated fax number

to ensure it is correct
before sending

4. A Pop-up window will appear with your selected fax template. Note: You will select NO under

“include printable eRequest form”
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Send Fax

Fax Number *

s05)2aa.sa0¢
From @+
e fon oneLink®
- ’ |
@ Heallheare | camasangyoutasazson: B
ey s
veer
—

TEST
one-Link Contact Information

2401 Bristol Circle Suite 105, Dakville, ON L6H 559

- Phone: 905-338-4123-Main Reception
Fax: 905-338-4801

wwwone-Link.ca

Select Temptéle @

(- Adult out of region docx

Include Printable eRequestd Form? *

e @ o REFERRAL UPDATE

Include Attachments

Request Form Dabe:

Fax Number:

Re:

Date of Birth (dd/mm/yyyy):

Dear Dr.:

Thank you for referring your patient to one-Link One-Link provides access to services in the
Mississauga Halton LHIN. Please contact ConnexOntario for information about out of region
services

ww.connexentario.ca
1-866-531-2600

Please do not hesitate to contact us if you require any further information i
Sincerely,

ane-Link

905-338-4123

Fax. 006-338-4801
fnk

IDENTIALITY NOTICE

—la

Page 1 of1

5. With the Template window open click into the fields to input the patient information, etc.

6. If you are sending the fax and need to include additional information that is attached in the
application you can do so by clicking the items you want under Include Attachments

7. Once you have finished filling out all information Click the Send Fax button

[It is recommended that you document within your EMR that you have sent the fax virtually as the
application currently does not provide fax confirmations

I& Direct Faxes
Failed Direct Faxes [ 2 |

Note: The Failed Direct Faxes queue on the dashboard is to notify its users that a fax was unsuccessful.
When populated you can see what faxes have failed and can re-send from this section if needed

Downloading & Printing
How to save the referral and supporting documents to your EMR
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For users who currently use an EMR at their offices you have the ability in eReferral to download the
referral and any documentation that comes with it through the application to upload into the patient’s
chart.

1. Open the referral in Novari

2. Click the down arrow
3. Click Print from the menu

& Print l

15 Send Fax

5 Open Fax in

Windows

4. A pop-up menu will appear asking if you would like to print the attachment along with the
request form, click the Include Attachments box

I3 Include Attachments

5. Click Print eRequest

A second window in your browser will open and display the copy of the eRequest, and all
attachments that have been made to the referral.

6. To download Click the download symbol from this window (if you need to print click the printer
icon instead, then follow the prompts to select your printer and print)

Download

7. Apop- up box will
appear asking if you
would Page 1 of 3 like to save or

open, choose Save File (note: the document is already in pdf format which is a common file type
that is compatible with most EMRs for uploading)
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Opening d1041ccd-alf2-4620-8 ﬂ

You have chosen to open:

" di041ccd-aif2-4620-89f8-cch789150f61.pdf

which is: Adobe Acrobat Document (1.6 MB)
from: https:/jnatcptstergeommunication.blob, core, windows. net

What should Firefox do with this file?

" openwith |Adobe Acrobat Reader DC (default) j

{* Save File

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

0K Cancel

8. Click Ok, and save the file either in a temporary folder on your computer or directly on your
desktop. (Once you have uploaded this to your EMR you can delete the original file)
Now proceed to upload the save pdf document into your EMR for the patient’s chart/record.
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Referral Processing - ATC Hospitals

Novari eRequest
To follow existing workflows for booking patients, the following steps are required to capture the

appropriate location.
Scenario: When the next available appointment is to be booked with a Surgeon and NOT the APP. Please

follow the steps below:
I. Select 2> Decline

| "o ow ” Save ” Send to Scheduling ” Decline ” Attach ” Cancel |

2. Select reason
- To be booked

with Surgeon at RAC & identify which surgeon to route to (Select > Confirm Decline)

Decline eRequest 3. Central Intake
will obtain referral

Decline To from queue
i )
Central Intake Declined from
) Assessment
Decline Requisition Reasol ’»
Centre

To be booked with Surgeon at RAC

Comments:
Please route to V2 - Dr. [NAME]

* Do Not Decline ” + Confirm Decline

Declined From Assessment Centre
Triaged eReferrals declined by the assessment centre

4. Central Intake will re-direct referral to the surgeon identified.
IF THE PATIENT IS GOING TO BE SEEN BY SURGEON IN THEIR OFFICE, THE
LOCATION TO BE ROUTED WILL JUST BE THEIR NAME & NOT V2
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5. Referral will be located under the Hip & Knee Receiver Dashboard. Within the Awaiting
Acceptance queue = ToDo

Hip & Knee Surgical Candidates Awaiting Acceptance
Hip & knee surgical eReferrals received but not yet accepted

M Hip & Knee Receiver Dashboard

Hip & Knee Non-Surgical Awaiting Acceptance
Hip & Knee non-surgical eReferrals received but not yet accepted

6. The current location will be listed as V2- Surgeon Name

Current Location :

V2 - Dr. Brent Mollon

7. RAC Admin will accept referral

| - ” Save ” Accept ” Decline ” Attach ” Cancel |

8. Under the scheduling banner, Admin will add in the appointment information.
9. Appointment completed: Admin will process referrals from the “Awaiting outcome” queue.

# scheduling Consult With Mollon, Brent at V2 - Dr. Brent Mollon

Notes

4 currentappointment | = Appointment History

BB Appointment Selection Assign an appointment date and time for the service

The time zone for this appointment is based on the time zone for V2 - Dr. Brent Mollon: America/Toronto

Appointment Date and Time:
DD/MMYYYY hh:mm A & | Book Appointment
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10. Admin to select:
a. Outcome = Consult complete
b. Reason = Surgical Candidate
c. Action = Sent to ATC

£ Schoduling Coresult With. W, Mark ¢ D Mark Miller
Mot
B ADOOINUAE SHECTOR  Ausig.am sppoiment e e for o i

‘Appointment Gate and Time:
e, M , 7024 350 AM EST

S ——

8 Scheduling Conmult With iles, Movk 1 Dr Mark Maller

£ cumemappurmene | 5 agponomen Hatery

(D Appoinimens Seloction  assp n sssemsasd e 4 i o st
ppointmest Date a0 Tims:
e, Mo, 2624 300 AM ST

ounone: commcars

s
Sungis Cansaute

s |

I'l. Referral state will update to “Completed”

P e

Fake, Jake £, * E-D2TAGXM
e

Foone e Frocey Requaitoa Type Cuent Locaticn

ize 23 45675 Wi & Knee O Mark s
Raquester Source Location Source Address
Craws Aok ey S— 100 Guseosuzy
Fax Resson

12. All steps in Novari has been completed. Next steps are to be completed in ATC
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ATC Steps (Orillia ONLY)

I. Loginto ATC
2. From the ATC home screen select Provider’s office
3. Select your surgeon from the list and click continue

Help Center Support Privacy Log Out

Main Help Center Support Privacy Log Out
Beldavs, Robert (Regional)
Chin, Daniel (Regicnal)
Gan, Kenman (Regional)
Rocha, Guillermo (Regional)
orthopedics
Provider's Office eRequest Care Venue Pre-Surgical
Screening Birt, Douglas (Regional)

Bohm, Eric (Regional)
Burnell, Colin (Regional)
Engel, Jeff (Regional)

Fox, Shandy (Regional)
Gordey, Erin (Regional}
Hamam, Al Walid (Regional

Provider's Office
Patient User Preferences Reports Administrator

Registration

4. Provider’s office dashboard = Select “Unlisted case inbox”

N - ¢ @
Task List * c o
Click any task below to address.

Day of Surgery Cancellations.

Patients on your wait list who have experienced a day of surgery cancellation and may need to be rescheduled

Repeat Follow-up Activations

Cases your office is following for repest / follow up care which need to be reviewed and processed

Shart Notice Patients

Patients on your wait list who have agreed to be contacted in the event of a last minute scheduling availability

Repeat Follow-up Completed Cases

Repeat follow up cases an your wait list which have completed an episode of care and need to be reviewed

Case Completions
Cases completed and remaved from your wait list that need to be cleared

Unlisted Case Inbox
Inbound cases 1o be reviewed and added to the wait list

5. From the actions
column, click Add for the
patient you are adding to the
wait list

| EEEEEE

‘Amvmm pationt History | Unlisted Case Inbox (25) ‘

povter [ V]

Reset| | Apply Filter
==
add Remoe

Fake, Jake mzznz iller peark

Care Verue

25 unhisted cases found
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6. You will be asked to confirm the correct patient by searching for the patient

u ed Case Inbox

Patient search criteria has been automatically populated. You may Search Registered Patients or add this patient as an Unregistered Patient.

| Search Registered Patients Add Unregistered Patient |

Enter a MRN, HCN, or Name and Birthdate to search for a Registered Patient. Fields marked * * are required.

® HCN:® 121212121

Birthdate: C—
Name: Fake (YYYY/MM/DD) 1995/02/02 o
MRN:
Cars Venua: * v List Type:* Practitioner List (@ Pooled List

7. You will now fill in the required fields.
a. Some fields will pre-populate from data collected on the referral. (Diagnosis Category,
Referral Type, Referral Source, Referring Physician, Date of Referral, Date of Consult,
DARCs and Attachments)
b. Once a mapping is applied for that provider, the data elements will be populated on the
next referral
8. Once all necessary fields are filled in, click Submit

Referral Information

Raferral Typa: = Raferral Sourca: *

Mew Referral v Central Intake v
Unlisted Case Referral Type: ¥ New Refarral [2poly Mspoing] Unlisted Case Referral Source: ¥ Central Intake [Anply Mapaing]

Wsit 1 System Delay Reasons: Ve ) he

Referring Physician:
Dr Maria Valente

Important Dates (vyyY/MM/DD)

Date of Referral: * [2018/06/19 [[F  Dateof Consult: * [2018/03/07 [[  Decision to Treat Date: * =

Click to use Dzt of Conzult

Dates Affecting Readiness:

ToTreati () Yes To Consults + () Yes
No (None Known) Ne (Nene Known)
Priority & Physiological Status General Info. & Alerts
Wait 2 Priority Sat: * Please choose a procedure Attend Yes (@ no PatientAlerts:* (& Vas Mans Knawin
Wait 1 Priority: ©  (Deseriptions) v e
e TRy X Comorbidities: * Yo @ Mo (None Known) 9. For
Physiological Status: * . Relevant Yo © Mo (None Know) adding to
sserinton:
Unlisted Case Inbox Physiclogical Statust X Admission Venue: * 2 Pooled lists
Amcsthetics - Unlsted Case Admission Venua: X
: Dost Procedural None Available ¥ this will
Unlisted Case Anesthetic; X DET"":""'” - 5
Unlisted Gase Post Procedural Destination:
Case is part of Repeat/Follow-up Series. appear,
Attachments click
The following attachments require reconciliation before adding the case (you may add additional attachments after saving the case): H
o o o (you may o ) Submit

lunicted Cazeattchment Type_——Jnloted Cone ttachmenthotes | brewew]
1 ® v U o |Referal Letter v — again to

X agplication/adf .
add patient
Patient Concerns: (For Office Use Only) Notes: (For Office Use Only)
- . onto your

4 waitlist
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FAKE, JAKE

eReferral Information

| Submit| | Back to View List

(* denctes required field)
Click the (?) for a detailed explanation of the question
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