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1. Introduction 

This guide contains all information required for a successful referral using EMIS. This 

includes descriptions of how to save the referral template into EMIS Web, how to 

populate the referral itself and how to send it. 

This guide also describes how the consultant’s advice will be returned, how feedback 

can be provided and how Medefer will onward refer. 

2. Downloading a referral template from the Medefer Website 

Make sure you have the most up-to-date referral letter template before saving it to 

EMIS. The latest versions can be found on the Medefer website, the CCG may also have 

an intranet with these forms on. Each GP system will have its own form. To access and 

download the referral letter template, please copy and paste the following address into 

your browser: 

https://www.medefer.com/templates 

Once the referral letter templates have been downloaded, save it somewhere safe, for 

example in a local or shared Templates folder. 

NB: At this point, please ensure the appropriate, shared practice email address is 

completed in the form, as this cannot be updated at a later stage from within the system. 

This also means the email is always present and does not need updating each time. To 

action, please unprotect document via the Review tab – Protect Document. Once updated, 

re-protect document via the same route. 

3. Importing a referral template into EMIS Online 

A. In EMIS, click on “Configuration” from the EMIS Home button    and 

select “Template Manager”. 

B. Select the “Document Templates” tab and choose a folder in which you 

wish to store the new referral template that you downloaded previously.  

https://www.medefer.com/templates
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C. Once the folder has been selected, select “Import” under “Template 

Manager” in the toolbar and click on “Document”. 

 

D. An additional window will open to allow you to search for where you saved 

the referral template (e.g. Desktop). Find the template, select it and click 

“Open”. 

E. Your new document is now saved in EMIS Online. 

4. Creating the Referral Form 

Once the referral template has been downloaded onto your system and a patient 

consultation has been completed, the referral can be filled in and sent. Please follow 

the step-by-step instructions below to do so:  

A. Go to “Documents”, and choose the “Medefer-Referral-Form-BHR-EMIS-

v2” form. 

B. Next, you will see a list of the patient’s medical history – choose all that 

apply. The chosen medical history will now be visible as an attachment with 

the referral. 

C. When populating the referral, all the drop-down options such as 

“Specialty” must be fully completed. To select an option in the drop-down 
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menu, simply click on it, scroll through the options and select the 

appropriate one. If drop-downs do not show, please ensure the document is 

protected first. 

D. All sections of the referral must be completed. 

E. Once completed, please upload to eRS via ONE of the TWO following 

methods: 

- Manually upload the referral and any additional attachments to the 

e-Referral Service (e-RS) system for the Consultant Review service 

(referral must be created on eRS first, see section 5). 

- Under the “Consultations” tab, create referral within GP system and 

choose “Online Booking”, add all relevant information and 

attachments within GP system. 

NB: It is important that all the GPs within your practice are aware of this service so they 

can appropriately set patient expectations, i.e. review Medefer leaflets. This can be used 

for all routine referrals for Gastroenterology & Hepatology. Suspected 2WW, A&E, Urgent, 

and Paediatrics cases should be referred via normal routes. 

It is also important that you send the template file in the original Microsoft Word 
document format. You can attach any other files to the referral in the email that you wish 
and these may be in any format. However, the original Microsoft Word format is crucial 
because our system reads through this file type only, and automatically creates the patient 
referral from this, that is then allocated to our consultants. 

5. Generate e-Referrals Service Referral 

5.1 Finding Medefer on e-RS 

A. Under the “Service Search Criteria” screen, select the Specialty “GI and 

Liver”. 

- Under “GI and Liver”, choose any of the following Clinic Types: 

“Upper GI incl. dyspepsia”, “Lower GI excl. IBD”, “IBD”, or 

“Hepatology”. 

- Only “Routine” referrals are accepted. 

- Choose “Referral” rather than “Advice”. 
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B. After selecting the Specialty and Clinic Type, click “Search Primary Care”. 

 
C. Select the service “Gastroenterology – BHR Medefer Virtual Service” in 

the list of services and click on “Appointment Search”. 

 

NB: The Medefer service will appear as a “Telephone Assessment” under “Appointment 

Type”. Please note that this is not a telephone assessment, it is a virtual online service – 

do not communicate the appointment date to the patient (booking an appointment simply 

enables the referral to be processed by Medefer using eRS limitations). 

Please note that three versions will appear; Medefer has three virtual sites, one in each 

CCG, to ensure that we appear top of your search list. 
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D. A “Review Referral Criteria” box will appear to prompt you to check the 

service criteria, including any exclusion criteria, click “Continue with select 

services” to continue.



 

5.2 Booking a ‘Dummy’ Appointment 

A. Select any ‘dummy’ appointment slot and click “Book”. 

NB: Do not communicate the appointment date and time to the patient. This is not a 

genuine appointment, booking an appointment simply enables the referral to be processed 

by Medefer. Patients will not be contacted at this point. Therefore, please choose any 

available appointment. 

 

B. Click “Submit” on the “Appointment Details” screen. 
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A UBRN has been created, completing the booking. A summary of the “Appointment 

Details” will be shown. 

5.3 Adding the Referral Documentation 

A. If creating the referral via the web, the “Add Referral Letter” button should 

be ticked to upload the referral letter later, or left blank to go straight to 

add the referral documentation if the referral is ready. 
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I will follow the advice 

No please refer to hospital outpatient clinic 

Feedback 

B. OR return to EMIS and send the referral documentation to eRS. 

NB: Please ensure all other attachments are included as well. 

Once Medefer has reviewed the patient’s referral, you will get a response, either that 

Medefer is doing an onward referral for the patient, or that the patient is being 

discharged into your care. 

6. Consultant Response 

6.1 Response Email 

If the consultant offers A&G through discharging back to your care, you will receive an 

email with the consultant’s advice attached as a PDF. In that email, it is important that 

you click one of the two buttons accordingly; this is so that we can action, report on, 

and ensure patients are appropriately being cared for. 

 

 

After clicking the appropriate button, you will be directed to a page where you can 

choose to provide more detailed feedback to the consultant and/or Medefer. You will 

also be given an opportunity to rate the quality of the response for our Quality 

Assurance process. 

Where the consultant has decided that the patient needs to be referred to hospital, 

Medefer will send an email stating that Medefer will perform the onward referral via 

eRS. There will also be an opportunity to provide any feedback you may have by 

clicking the “Feedback” button. 

 

 

The PDF report can then be saved to the patient record (or can be actioned from the e-

RS record, see section 6.2). 

6.2 Response on eRS: 

Consultant responses will be added to the UBRN on eRS for you to view and save. 

UBRNs will be closed back to you at the following points: 

Outcome: 
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A. GP Discharge – If pressed button “I will follow advice”, or if no response to 

the email buttons have been received by Medefer within two calendar 

weeks, we will close the UBRN. This will appear in your “Referrer Action 

Required” worklist. Hence, it is important GPs reply to these emails 

promptly, as we will no longer be able to onward refer after this point. 

B. Onward referral consultant outcome - If the patient is onward referred, 

the response will not appear in the ‘Referrer Action Required’ worklist. You 

can search for the referral via the ‘Patient’ screen as you would for any 

other referral. 

C. If a GP replies to the e-mail with “No please refer to hospital outpatient 

clinic”, then Medefer will onward refer the patient and the referral will not 

appear in the “Referrer Action Required” worklist. 

 

 

NB: The “Referrer Action Required” worklist should be checked at least daily by the 

practice. 

D. To view the consultant’s report, click on the blue UBRN hyperlink, which 

will open a drop-down list of options. Click on the “View Appointment” 

option. 



 

 
 

Page 12 of 14 
 

 
Medefer Ltd., No. 08770754, Incorporated in England and Wales, 105A Euston Street, London, NW1 2EW 

 

Find the consultant’s report (PDF file) by clicking on “Service Provider Activity” in the 

left-hand column. View the report by clicking on the blue hyperlink, which will open the 

file either in the browser or a PDF viewer. Save the report to the patient’s record if not 

already actioned from the email. 
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Once you have saved the consultant’s report to the patient’s record, click “Close” on 

the Appointment Summary. To close the referral and remove it from your worklist, click 

on the UBRN again and choose ‘Remove’. 

 

IMPORTANT: Please contact the patient to update them on the status of their 

referral, where it is a GP follow-up only. For example, it may be that the consultant 

advice is to update the patient’s medication. This is the GP’s responsibility.  

However, Medefer will contact the patient if we require further 

investigations/clerking, or for onward referrals. 

7. Audit 

7.1 KPI Audit Email 

After three months, an audit email will be sent. It will ask you whether the patient 

ended up requiring a hospital appointment despite the Medefer consultation. These 

emails form part of our audit for the service and your feedback will be greatly 

appreciated. 

8. Patient search in eRS 

To find out the UBRN history on eRS, open the page (nww.ebs.ncrs.nhs.uk) for the 

patient search screen. 
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9. Contact Us 

If you have any questions, please email admin.medefer@nhs.net or call us on 08000 

112 113. 

mailto:admin.medefer@nhs.net

