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How to Request Advice and Guidance

1.
2.

9.

Search for and select your patient, then

Click on the refer / advice button on the service search page. You are now at the Search
screen.

Select ‘Advice’ from the Request Type drop down box.
Use the service search options to search for clinically appropriate services

Click on either the “Search Primary Care” or “Search All” buttons to return the services
that meet the criteria used.

Those services meeting your selection criteria and that have agreed to respond to Advice
and Guidance requests are displayed (ie. the list will not show those services that have
not agreed to respond to Advice and Guidance requests).

Select a single service by clicking the radio button in front of that service.

Click the Request button at the bottom of the Service Results screen.

Type your question to the advisor in the yellow box. This is the only mandatory entry. It
is possible to add attachments to the Advice and Guidance request by clicking the Add
Attachment button. This works in exactly the same way as adding an attachment to an
Appointment Request.

Press the Submit button.

NOTE: Advice and Guidance requests can be initiated from within GP clinical systems. Clinical
information, to support and Advice Request can also be sent from integrated GP clinical
systems as well as directly via the e-RS website.

For integrated clinical information uploaded to e-RS, e-RS limits the total, combined size of all
attachments to 5Mb.

For an Advice and Guidance which is subsequently converted to a Referral Request, you
must ensure all relevant clinical information is attached to support the referral.

How to View Advice and Guidance Responses

All Advice and Guidance requests are present on the ‘Advice and Guidance’ worklist. From this
worklist the status of the request will be displayed in the ‘Response Status’ column as either:

¢ Referrer to Submit Further Information
¢ Referrer to Review Response

¢ Provider Response required




To view the request:
1. On your worklist screen, click on ‘Advice and Guidance’ from the worklist filter.
2. Click the UBRN of the patient for whom you want to review a response.
3. Click Actions and select View Advice Request.

The service will write back to you in the “Advice Response” section and may, optionally, add
additional attachments for you to view.

4. To view an attachment click on the file name in blue.
5. When you have finished reviewing the response click Close.

You can also print the advice detail with the print button. Note that this prints the advice request
and response.

NOTE: The UBRN will remain in your ‘Advice and Guidance’ worklist for 180 days or until you
remove it from your worklist.

How to Convert an Advice and Guidance Response into a
Booking

1. From your worklist screen, open the ‘Advice and Guidance’ worklist.

2. Click the UBRN of the response you wish to review and progress.

3. Click the Actions button and select Update Advice Request.

4. This now takes you to the Search screen where you can select more services if you wish,
then click on Request or return to service selection to change the service.

5. If you are happy with the service then you can look for an appointment with the
Appointment Search button or generate an appointment request.

6. Complete the appointment request process or booking process.
How to Remove an Advice and Guidance Response from
your Worklist

1. From your worklist screen, open the ‘Advice and Guidance’ worklist

2. Click the UBRN of the response you wish to remove from your worklist.

3. Click Actions and select Close Advice Request.You now see a summary of your request
and the response.

4. Click Close Advice Request to remove it from your worklist.
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