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E-SCS SUPER USER TRAINING GUIDE

[The highlighted text is for use with staff who will only be receiving referrals. The whole program should be used for staff who are sending referrals.

1. Description of e-referral system (including alternative names E-SCS and s2s), that it is a secure web based system and the servers are housed at the Stock Exchange building.
2. Logging in to https://demo.s2s.org.au/ (test site). Explain:

· Test site – can do no damage

· Point out Help Desk number

· Demonstrate how to find out which agencies are on the system with <click here> link on log in page

· User names – bart, homer, maggieix, sneezy, dopey, grumpy, happy [Note that these may change from time to time]

· Password – infoxchange (note spelling and case-sensitivity)

· Trainer should login as either maggieix (Referral Coordinator) or bart (Practitioner)

3. [Note that if you log in as a practitioner, the system will skip the ‘Select Role’ screen. Explain that a few users will be, for example, both Service Coordinator and Clinician and will have to select one role at a time – you may want to omit this step].

4. Go to Home page and explain how to navigate through the system, with particular reference to: 

· Main menu and sub-menus

· Tabs

· Buttons

· Point out that there are usually several ways of achieving the same result e.g. go straight to Search or first to Client and then Search.

TIP – SHOW HOW TO CUSTOMISE THE  SET-UP BY GOING TO USER-CHANGE DETAILS-HOME PAGE PREFERENCE- (INCOMING/CLIENT SEARCH/SENT DEPENDING ON ROLE OF USER) AND BY MAKING DATE ORDER PREFERENCE LATEST CREATED REFERRAL AT TOP
5. Click on a referral to show (quickly):

· what a referral looks like

· what a referral looks like in Compressed View
· Say you will be looking at this in more detail later

Search for or adding a new client

6. Search for a new client (could be existing) by:

· To search for client, click on Quick referral. Show that could also use Client-Search or Referral-New
· Enter search data – surname, sex and consent are sufficient to start a search – if you enter DOB then it is in the format DD/MM/YYYY
· TIP – ONLY ENTER PART OF THE NAME IN THE SEARCH BOX E.G. JOH SMI AND OMIT THE DATE OF BIRTH – THIS WAY YOU WILL AVOID CREATING FALSE DUPLICATES
· Explain that ticking consent box means that practitioner is certifying that he/she has obtained Client Consent and has that document in his/her possession. Also explain that ticking the box starts off an audit trail so there is a permanent record of all usage of E-SCS.

· Click Next - this will probably bring up “client not found” or a range of people who match your search entries.

· If this is a new client, fill out client details – you must complete the fields on the left in red e.g. Names, DOB and sex.  The other fields are optional.

· For each contact person you will need to click Add for each individual contact, so it will drop into the contact details box

· When you have finished adding details, click Add Client
· Click OK for “are you sure you want to submit this form”

· On completion of this page click Save (for safety).

TIP – WHEN SEARCHING FOR A CLIENT PUT IN ONLY THE FIRST THREE OR FOUR LETTERS OF THE SURNAME.  THIS WILL OFTEN BRING UP A RANGE OF POSSIBLE CLIENTS FROM WHOM THE CORRECT ONE CAN BE SELECTED.  THE PURPOSE OF DOING THIS IS TO REDUCE THE LIKELIHOOD OF CREATING A DUPLICATE CLIENT.

Making a referral

7. To select services:

· Click Quick Referral button again. If you did not click Save, then you can click Next This will bring up the referral screen.
· The Receivers section allows you to select who you want to receive the referral. (DO NOT CLICK THE RECEIVERS BUTTON as this will take you in a useless loop).
· The Top 10 button will show the last ten services to whom you have made a referral – they are probably your favourite agencies
· The Browse button allows you to select a specific service provider that is a registered s2s ESCS user. This is currently about 70 agencies.  
· Click one of the PCPs (Banyule-Nillumbik is the best) using the diamond button and select a service provider from the list that comes up.

· This will list the specific service areas eg Meals on Wheels, Respite, Planned Activity Group etc.
· Click on the blue text to show how you can drill down and get the specific details on the service offered – Close the window by clicking on the x in the top right hand corner to go back to the E-SCS referral.
· You can make multiple referrals by ticking the appropriate boxes

· The Search button allows you to search for a service type x suburb when you are not sure who the receiver should be or when you want to make a referral to an agency which is not a registered s2s ESCS member – it takes you really to the Infoxchange Service Seeker Directory, which contains almost 200,000 services.  
· This is what you would use if you want to send a referral by fax or by PKI e-mail.
· Look for Dr. Wong in Box Hill and remember to select Include external services.  
· Show how you would use the system to send the e-referral directly to Dr. Wong’s fax machine – ONLY USE YOUR OWN FAX NUMBER WHEN DOING THIS OR YOU WILL CONFUSE AND ANNOY THE RECIPIENT.
· Explain that you cannot send attachments with a faxed referral as they will not be sent.  In such cases, do everything on-line. 
· TIP: IF YOU HAVE AN ATTACHMENT, YOU CAN STILL DIRECT-FAX THE REFERRAL IF YOU COPY AND PASTE THE DOCUMENT INTO AN APPROPRIATE PLACE E.G. INTO SUMMARY AND REFERRAL
· When finished selecting services, click Done.
TIP – AN EASY WAY TO REMEMBER WHAT THE THREE SELECTION BUTTONS DO IS TOP 10 = 10 AGENCIES, BROWSE = 70 AGENCIES AND SEARCH = 200,000 SERVICES.
8. To assign a Priority select:

· Low = Hold over during peak demand

· Routine = Attend in date order. This may include the consumer being placed on a waiting list.

· Urgent = cannot wait

· ACAS Renewal can also be selected when a package is to be renewed – provide details in Summary and Referral and/or Referral Notes

9. To determine who can view the information contained in this referral, select an Information Access Level as follows:

· Standard…all practitioners, with consent, can view all details of all referrals made
· Limited…all practitioners, with consent, can only see that a referral has been made, to whom and on what date.  No other details are provided. 

· Sender/receiver only ... means NO ACCESS to any details for a given referral.  Information or the fact that a referral has been made is only visible to the receiver and sender.
· Explain that the Information Access Level is selected by the consumer, not the clinician. Explain how this is to be done on the Consumer Consent to Share Information Form.

TIP – SEE BACK OF S2S USER MANUAL FOR DETAILED INFORMATION ABOUT INFORMATION ACCESS LEVELS – HIGHLY RECOMMENDED THAT YOU READ THIS
10. The Feedback Required box is pre-ticked by default. When acknowledging a referral you should provide adequate feedback e.g. let the sender know what is happening with the client, not just that you have received the referral.

11. Enter under Referral Notes any notes you want to make.  It is useful (because it shows up on the compressed view) to put down the purpose of the referral e.g. wound dressing required, x-ray needed etc.

Attachments

12.
You have two options here – 

· You can attach pre-populated SCTT documents by using the Attachments box.  Hit Browse to find the SCTT documents and attach.  Note that you have to make an entry in the Agency Client Reference box.  If you do not have a particular agency system, you can use xxxx

· If you want to un-attach a document, select the document by ticking the checkbox under Delete 
· Alternatively, you can complete the relevant SCTTs on screen by going below the Attachments box where there is a list of SCTT forms.  Click on the little triangle on the left and the relevant SCTT form will pop up minus the ID part at the beginning.  Fill it out and it will become part of the referral.

· Click I have consent to send – remind participants that this is again certifying that they have obtained consent (to make a referral, use the e-referral system and ascertained the appropriate Information Access Level) and have the document on file.
· Click Send
· Click OK in the Are you sure you want to submit box.

Features

13.
Go to the Sent tab and demonstrate the following features:

· That the referral(s) you have just completed have been sent

· That by clicking on a referral you can see the details

· Click on Compressed View and explain about using this as a hard copy for the file instead of printing full SCTTs/referrals

· Click on Client – Service Summary
· Click on Client – Referral History
· Click on Status History tab

14. 
To demonstrate some other features:

· Click on Referral – My Referrals – Sent
· Then click on Client – View/Edit to show that a different set of tabs comes up

· Click on Client Comments, add a comment and Update

· Click on Edit Client and point out that Client Comments tab changes to red when a comment has been added
· Edit the client in some way and Save

· Click on View Client and point out Last Updated in bottom right of screen

Create copy

1. To demonstrate a labour-saving trick:
· Click Home

· Click User – Change Details to show that users can change their Home page and other details
· Return to Home page 
· Select a referral and open it by clicking somewhere on the line – point out that each referral gets a unique identifying number (allocated by the system)
· Click Referral – Create Copy, which will take you straight to the referral screen.  Point out the labour savings such as client details already done and profiles may also be done already.

TIP – THIS CAN BE REALLY TIME-SAVING AND CAN MAKE WORTHWHILE THAT LITTLE BIT OF EXTRA EFFORT NEEDED FOR GOOD INITIAL DATA ENTRY 

INCOMING REFERRALS

16.
Instructor should log in as maggieix as she is a Referral Coordinator
17.
Select “Incoming”.  Select referral to open for viewing 

Don’t forget…if there is an attachment, to double click on the attachment to open

18. 
Action the referral by clicking Acknowledge and provide some 
feedback to the sender in the notes section

19. 
You can then Allocate, Withdraw, Refer back etc. Remember that it is always useful to provide some comments as you go.

20. If you only receive referrals, it is suggested you set your home page to Incoming by going to User and then Change Details and setting your home page from the dropdown list at the bottom of that page.

21.   To open a referral, click anywhere on the line with the referral number and the person’s name.  To open an attachment, click on the blue text giving the link to the attachment.

22. 
Finally, Close the referral.  When you do this it does not necessarily mean that you have finished service provision for this particular client but rather that you have no further ‘paperwork’ to do with the client i.e. you do not have to make any further decisions or take further action that is of immediate interest to the sender of the referral.
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