Add or change areferral
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Add referral details for a patient attending a specialist. This adds the referral information required for billing and
for Medicare to approve refunds to the patient.

Adding referral information
The section explains how to add the referral details required for billing.
To add referral information:

1. Go to the Reception tab.

2. Select Patients.

This will open the Patient Search screen.
3. Locate the patient and open their record.

To learn more, see the Find a patient's record article.
4. Inthe Referrals section, select Add.

The New Referral Details screen will open.
By default, the last doctor to provide the patient with a referral will be added.

If the referring doctor is different, go to the Changing a referral doctor section below.

5. Inthe Letter Date field, enter the date the GP wrote the letter.

6. Inthe Start Date field, enter the date of the appointment with the specialist.

7. Check the Period. It should be 12 by default. This is the number of months within which Medicare will accept
areferral for a claim. This 12-month period begins from the Start Date.

8. Check and update the Specialist field as required.

If the referral is to be shared between specialists within the practice or with a locum standing in, you can
select Doctor, Unknown instead. This permits all doctors to show the referral on their invoices when billing.
9. Check the other fields are correct.

Adding Notes or an internal Referrer's Ref# is optional.
10. Select Close to save the changes and exit.
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Uploading a referral

The referral should be uploaded to the patient's incoming documents.

Note: In Zedmed v38 and later, Incoming Documents supports the following file types: jfif, pjpeg, jpeg, pjp, jpg
png, pdf

To add the referral to the patient:

Open the Patient's record in clinical

In Summary Views, select Incoming Documents
Select the paperclip icon.

Browse to locate and Open the referral.

N

The location is where the practice saves referrals that are scanned or received via email.

w

The Image options screen will open.
6. Inthe Description, type the naming conversion used by the practice for referrals.
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7. Select from the options based on your practice workflow:

a. Link with Doctor - if no doctor is selected, all doctors will see the referral if it is marked as incomplete
and goes to the Results Inbox.

b. Incoming Document - recommended for referrals and documents.
c. Mark as Complete - if this is not ticked it will appear in the Results Inbox.
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8. Select OK.

The Referral will be saved.

Changing the referral doctor
This section explains how to change the referring doctor in the New Referral Details screen. You can follow all the
steps in the Adding referral information section above and then complete these steps at the end before you select

Close to save and exit.

1. Select Select Dr. on the New Referral Details screen.

The Find Referral Doctor screen will open.
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2. Enter the selection criteria for the doctor, such as their surname.
3. Select Find.

The Referral Doctor Selector will open.
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4. Select the doctor from the list.
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The list contains all doctors in the practice database.
5. Select Referral.

This will take you back to the New Referral Details screen with the new doctor added. You can then
complete the fields as documented above,and select Close to save and exit.

If the referring doctor is not in the list.
6. Select Add New.

This will open the New Referral Doctor Details screen.
7. Fillin the screen and selectClose to save and exit.

This will take you back to the New Referral Details screen with the new doctor added. You can then
complete the referral as documented above and select Close to save and exit.
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