View electronic referrals

This describes how to view inward and outward electronic referral letters.

Electronic referrals can be viewed in the Letters Manager window and in the Work Centre / Mail / Letters view. 

They can also be viewed in Unsigned Transactions until they have been signed off by the appropriate provider and, individually, in the patient's Medical Record Results view. 

	

	Note: If an inward referral was created from an incoming electronic referral letter, this can be viewed, like all other referrals, in the Referrals segment of the Work segment in the Work Centre and in the patient's Medical Record Referrals view.


	
	

	Step
	Action

	1
	· Go to Special / Letters Manager on the menu bar 

OR 

· Go to Practice / Work Centre 

· Click on the Mail segment 

· Click on the Letters segment

	2
	Select an appropriate filter. Ensure that the filter has the Include Inward Referrals box checked, to view incoming electronic referrals.

	
	Note: You can have as many filters as required. Although the filters are exactly the same in the Work Centre / Mail / Letters view and in the Letters Manager window, they are not shared, and need to be created separately in each window. See Filter letters for more information. 

	
	

	3
	View details about the letters in the columns:

· Ref: this is the reference for the letter. All letters created in Profile have an automatically generated unique reference number, and this is included in the message that is sent with an outward electronic referral. It may also have been explicitly used as a print variable. 

· Rcvd: a tick will appear in this column once an acknowledgement for it has been received.

	4
	Select an outward referral letter and view specific details in the panel at the bottom. Click [image: image1.bmp]to expand it. 
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