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DEMONSTRATION SITE GUIDE 

E-SCS/s2s (e-referral system)

[Below are basic instructions for using the system. You will discover, as with most computer software, that there are often several ways of achieving an outcome. More detailed information is available in the Manual, which can be found, together with a lot of other relevant information, on http://www.iepcp.org.au/resources-links-1.  Refer to the Manual specially for information on Information Access Levels and Consent procedures.]

LOG ON
Log on to the new system on https://demo.s2s.org.au with Username of homer, sneezy, bart or maggieix and Password of   infoxchange.

To begin, you must select a role from the list that will come up.  If you want to change roles at any time, select another role from the dropdown list under the user name and role at top right of the screen.

Searching for the client
· To search for a client, click on Quick referral or Client  Search
· 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
· [Note that ticking consent means that you are certifying that you have obtained permission from the client to make this referral]
Click Next
· This will bring up either a New Client screen 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 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
On completion of this page click Save New Client

MAKING THE REFERRAL

Now click Create New Referral. This will bring up the referral screen.  Note that you will be asked to nominate/confirm the service from which you are sending the referral.

1. RECEIVERS
This section allows you to select who you want to receive the referral.
· The Top 10 button will show the last ten services to which you have made a referral.
· The Browse button allows you to select a specific service provider that is a registered ESCS/s2s user. 
Click one of the PCPs 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.
You can make multiple referrals by ticking the appropriate boxes
· The Search button allows you to make a referral to an agency which is not a registered ESCS/s2s member – it actually takes you to the Infoxchange Service Seeker Directory. This then sends a referral directly from your computer by fax or by PKI e-mail to an agency that is not a registered ESCS/s2s user.  Enter the user name and the suburb and tick the checkbox to broaden your search.

If you want to test the fax facility, then please use only your own fax number as otherwise you will be sending strange referrals to people who will not know what to do with them

When finished, click done.

2. CONFIDENTIAL REFERRAL COVER SHEET

· Enter your fax number if you are faxing directly or sending a PKI referral so that the receiver can acknowledge your referral.
· Select a priority – see the Victorian Service Coordination Practice Manual for priority details.
· Confirm that you have a record of having obtained consent from the client.
· Tick the Information Access Level selected by the client.  There are three such levels:
1. Standard…all practitioners, with consent, can view all details of all referrals made
2. 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. 
3. 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. 
· Feedback required is pre-ticked as this is standard good service coordination practice.
· Notes for receiving service -  enter here any notes you want to make.  It is very 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. If making multiple referrals, provide a separate line for each service e.g. 1.  Podiatrist – assess for foot care program, 2 Meals on Wheels – please assess etc.

ATTACHMENTS

This section allows you to attach SCTTs or other documents required by the receiving agency.

· 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
· You can also attach other documents e.g. photograph of building modifications etc.

ONLINE SCTTS
· Alternatively, you can complete the relevant SCTTs online using the SCTT forms listed on the left. 

Click Send

Click OK when asked if you are sure you want to send the referral.

[You will receive automatic notification by e-mail of what the receiver is doing with your client e.g. Acknowledging the referral, changing status such as Allocating a client or putting the client on a waiting list.  A good referral partner will also enter some comments for your information on what is happening with the client.]

INCOMING REFERRALS

Select Incoming
Select a referral to open for viewing 
Don’t forget…if there is an attachment, to double click on the attachment to open, 
Click Acknowledge.

You can then Allocate, Change Status etc. until you have decided what you are going to do with the client.  When you have worked out how you will manage the client (but may not have necessarily finished the course of treatment), Close the referral.

From this point on, follow your own procedures for dealing with incoming referrals.

Note: A lot of agencies like printing out the Compressed View for their records.  It can be useful, particularly if the reason for the referral is included in the notes.   Compressed View is also useful for a quick overview of the client.

OTHER FEATURES

[ECS/s2s has many other features.  Take the time to investigate the various buttons and dropdown lists to see what is available.  For example, the Service Summary shows you a record of all referrals made for a particular client, the Reports facility allows you to analyse how you are using the system e.g. # clients x suburb, there is a shared care planning facility and so on.] 
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