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Creating a referral via SystmOne
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1. From the patients record, on the clinical tree right click on the referrals icon and select ‘New
e-Referral Service Referral as shown below
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2. The referral options will now appear, from the drop down select the referring clinician and

select the priority as ‘Routine’

¥ e-Referral Service Referral Options

>

their staff profile.

The list of Referring Clinicians is populated with users who have the
‘Sees Patients” and the ‘Refer with e-Referral Service” access right on

() Urgent

O 2 Week wait

Cancel

HEfEFFiI’IQ ETEE _

Prigrity O Routine

N.B Please ensure the selected referring clinicians has with the correct local access rights, you
must enable ‘Sees Patients’ and their access role must come with ‘Referral with e-Referral Service’



3. Anew e-Referral Service Referral will now pop up, from here you can
select the recipient, code the referral, amend the urgency and add a

summary.
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¥ New e-Referral Service Referral

Changing the consultation date will affect all other data entered. To avoid this, cancel and press the ‘Next button  Hide warning

Urgency C:gRoutine A

Referral summary

Create Task to Write Later

Other Details... |Exact date &time = Mon 23 Feb 2026 ~ (1541

o

Middle names

Recipient Title First name
-
Recipient ID GMC Mumber
Organisation
Fead code [m] X
Type Hospital A

-

Book Appointment

Surname

C] Re-referral ﬂ Add choice and booking enhanced services Read code (XallJa)

Print Patient Handout LCancel

Configure

Address Book...

Directory...

¥ Advanced

4. From the above, please select ‘Address Book’ to find us, you can find us by navigating to

path below

CCG Contacts > Mental Health > Central London > Adult > Healthcare Central London Adult ADHD

Service

¥ Select Recipient *
Organisation Contacts Trust Contacts Search CCG Contacls
CCG contacts are visible to all SystmOne units in your CCG. Any changes or additions you make to the CCG contacts will affect other SystmOne users
Collapse Al Export | Import
Contact Type Address Telephone Fax Email
> Genito-Urinary Medicine Department
B Gl & Liver Department
> Gynaecology & Women's Health Department
B Haematology Department
» | Health Promation Department
> IFR - Individual Funding Request & PpwT MRI Department
B Infectious Diseases Department
> Learning Disability Department
B Lipids Department
> | Medicines Management Department
a4 | Mental Health Department
b Adults All Boroughs Department
>, Children Department
a4 || Central London Department
PREET Department
‘5  Mental Health Hub Narth - 8JW andDepartment 350 Euston Road, London, NWA1 3AX cnwl
{3 Mental Health Hub South - WEM anDepartment 350 Euston Road, London, NW1 34X cnwly
5] Mental Health SPA (Urgent & Emer¢Department 0800 023 4650 cnw-h
{3 Adult ADHD Assessment Referral FiDepartment
5 AdultEating Disorders CNWL - VinceDepartment CNWL, Vincent Square Eating Disorder S... 020 7685 6218 cnwla
‘=] Healthcare Central London ADHD S#Depanment Capital House, Chapel Street, London, N... 020 3884 9653 hclac
{1 Memory Clinic Referral (Email) - CL Department Memory Assessment Services, 42 Westb... 020 3317 3666 WMST
=] Mental Health Referral for Older AdultDepartment cnwly
Select Cancel
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5. Once you have selected as a recipient from the address book, the read

ntral London
code field will auto populate, you can now click ‘Write now’ to continue Ce a 0 dO
with the referral. ‘Create Task to Write Later’ will generate a task ‘e Referral to complete’

N.B The recipient ID and details can be left blank, as we are the receiving organisation.

-
¥ New e-Referral Service Referral *

Other Details... |Exact date & time| ~ | [Mon 23 Feb 2026 |~ |[15:41 | X

Changing the consultation date will affect all other data entered. To avoid this, cancel and press the Next button  Hide warning

Recipient Title First name Middle names Surname
h Directory...
Recipient ID GMC Number |~
Organisation | Healthcare Central London ADHD Service - Launch eRS, Adult, Central London, Mental Health
Read code [l] X Referral for diagnostic assessment for attention deficit hyperactivity disorder
Type Hospital hd
[:] Re-referral n Add choice and booking enhanced services Read code (Xalla) ¥ Advanced
Urgency Q@, Routine hd
Referral summary
Write Now Create Task to Write Later Book Appointment Print Patient Handout Cancel

6. Once you have clicked on ‘Write Now’, you will see the menu below within the patient’s
record. This is section you can add the referral form and any other supporting documents.

¥ e-Referral Service Referral
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atachment Tyee sze Humber Of Afachmants
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7. To attach the referral form, click on ‘File’ and select the completed referral form from your
files. Once attached, it will appear in box below. See below

N.B The referral form template can be found on our website: ADHD service — GP referral process -

¥ e-Referral Service Referral

cancel Save for Future Ediing Send Final Version Amend Detais Book Appointment Print Patient Handout

Print Referral Apply Template:
4 1] Diagnoses (Summary) [
 Lastvear Entries Not Sending Entries to Send
£ Procedures owe v |Emy
| Conations

“| Medication (Repeats)
* Last3months
4 [E] Current medication

* Current ssues

+

+ Last3 months. td
| s
1 Orug sesttes
+ ] sl consimplon
R
+ 5] Sroting

O Show All @ Show for Selected Category

Attachments

orawing [l Afachment | B Form <@ view iFie & Letter [ Tempiste| (3 uestionnaire | fgf Remove Attachment | @, View Attachment
Attachment Tyee size Humber Of Attachments
19 Feb 2026 HCL ADHD Referral form.docx

doc 86.8KB

1 Attachment - 3.8 KB/ 5 MB

8. Once all the relevant information has been added and you are happy to proceed, you can
now select ‘Send Final Version’. The popup below will appear once clicked on ‘Send Final
Version’, if you would like to write a narrative for the referral select No, please use the box

in the previous menu and shown below, if you don’t to write a narrative for the referral you
can click on Yes.

Question >

- You have not entered any referral narrative.

Are you sure you want to send this referral on patient save?

i 2es No
e ——
= Doeway [§ sacnver] [ fom @ vew Caee o [ reepse Lm!lﬂf:; B Rereave Astvert C(mm-m!m!u.)h R



https://healthcarecentrallondon.co.uk/adhd-gp-referral-process/
https://healthcarecentrallondon.co.uk/adhd-gp-referral-process/
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9. Once you have passed this stage, the popup below will appear, click on Ok and save the

patient record for the referral to be sent.

Information

® This version ofthe referral will be sentwhen you save the patient. You can
edit and send a new version of the referral in the future if required.

«uH

10. The referral has now successfully been sent to us, this can be checked by looking on the
patients record, under ‘Referrals’ and on the ‘Referrals out’ tab. It will show as below, with a
generated UBRN in which you can track the referral and check the status via eRS.

Referrals
Referrals In Referrals Out

Created # | UBRM
23 Feb 2026

-+ p3ASH [ apd a4 ®

View |Referrals to elsewhere v | @ Show open referrals [ Show closed referrals

Referrer Referred To Type Details
Healthcare Hospital - Referral for diagnostic assessment for attention deficit hyperactivity disorder (YcjWaq)
Central Londan Routine
ADHD Service - to Mental Health
Launch eRS, ‘Waiting For Information
Adult, Central
London, Mental
Health

v

You have now successfully referred to you via SystmOne, you can view the referral status at
any time using the UBRN created through https://ers.nhs.uk
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Creating a referral via eRS Central London

1. Firstly, navigate to https://ers.nhs.uk, once on the website please select your login method

m CIS2 Authentication

Select your login method

@ Smartcard
O Windows Hello
O Security key

O NHS.net Connect (formerly NHSmail)

O Passkey (including Windows Hello & Security key)

Agree to our Terms of Use
By continuing, you agree to our Terms and Conditions

|:| Remember my selection

Do not check this box if you are on a shared computer.

2. Once authenticated, from the dropdown, please select your organisation, this will be the
Patient’s registered GP you wish to make the referral from

m e-Referral Service Help & Dayah, Abdullahi

Log in to the e-Referral Service

Select your organisation

I Select an option VI



https://ers.nhs.uk/
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3. Once you have selected your organisation, please select the correct role, since you are

referring into the access role is ‘Referring Clinician’.

m e-Referral Service

< Go back

Log in to the e-Referral Service

Select your role

O Referring clinician

O Referring clinician admin

O service definer
O Service provider admin

O Service provider clinician admin

m Sertse

Help & Dayah, Abdullahi

4. You will now be able to find the patient you want to refer into via NHS number or Patient’s

name or DOB.

Patient  Worklists  Quick search

Find a patient

Select a search option

O NHS number
O UBRN
O Patient details

Search using a patient’s name and date of birth

m

5. Once the correct patient has been found, please confirm the details found and continue

using the ‘Refer or seek advice’ button.

Search results

Update patient and contact details
Patient details

NHS number

Date of birth

Access Code

» See patient contact details

Refer or seek advice




. o

< Go back

Search for a service

Step 1: Confirm request details

Request type

@ Referral
O Advice
Priority

@ Routine
O Urgent
O 2-week wait
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6. The next step will searching for the service:
In Step 1, please select the referral type: Referral and Priority as shown below.

In Step 2, from the drop down please select ‘Mental Health — Adult of all ages’, the clinic type
will now appear, from the drop down please select to ‘Not Otherwise Specified’. To find us
easier, please search by postcode. This can be done by expanding the ‘Add more search detail’,
selecting ‘Postcode’ and entering NW1 as the postcode.

Step 2: Select service details

Complete at least 1 field to continue

Specialty

| Mental Health - Adults of all ages v|
Clinic type
| Not Otherwise Specified v|

Named clinician

Q. Search for a dinician

Add more search detail -

Find services near

@ Postcode

For example, MR59 8TY

| NwW1

O Location

Maximum distance from postcode or location (optional)

Save as default distance
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7. Once you have input all the search details and searched, a list of all the available services will
appear. From this list, please check the box for ‘Healthcare Central London Mental Health
Service’ as shown below.

< Go back to Search

Referral service search results

Select up to 20 services that best meet the needs of your patient.

Select  Distance ¢ Service Notes for referrer Appointment wait ¢ Average treatment wait § CQC rating ¢
time time
D 0 miles Not recorded WA Not recorded @ Overall;
No rating available
|:| 1 mile Not recorded N/A Mot recorded @ overall:
HEALTHCARE CENTRAL LONDON MENTAL HEALTH SERVICE No rating available

8. Once selected, please click ‘Book/Send Triage’ button on the top right of the service
selection, as shown below.

m e-Referral Service A Notifications & Dayah, Abdullahi w
_ foex

< Go back to Search

Referral service search results

Select up to 20 services that best meet the needs of your patient.

Book/Send for triage

Select  Distance ¢ Service Notes for referrer Appointment wait  Average treatment wait # CQCrating 3
time time
D 0 miles Not recorded A Not recorded @ overall:
No rating available
1 mile Not recorded A Not recorded @ overall:
HEALTHCARE CENTRAL LONDON MENTAL HEALTH SERVICE No rating available

BN
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9. A page will now appear to review the service options, once you are happy with selection;
you can proceed by click ‘Request triage’ button, which will then ask you to confirm the

selection.

Review service options

You have a choice of 1 service on the shortlist

Option 1 of 1

Triage

HEALTHCARE CENTRAL LONDON MENTAL HEALTH SERVICE

This is a triage service
The service will review the patient's referral. If they need an

appointment, the service will contact them.

Service details

Distance 1 mile from NW1

Average treatment wait Not recorded
time

€QC rating . Overall: No rating available

Request triage

Review details before you confirm

Important

The triage request has not been sent yet. Review the service details to
make sure it is suitable for the patient before confirming.

The service will triage your referral. If needed, they will contact the patient to
make an appointment.

Service details

o _

Service type This is a triage service

Location HEALTHCARE CENTRAL LONDON MENTAL
HEALTH SERVICE

Priority Routine

10. Once you’ve confirm the request, you will see on the next page the triage request has

successfully been sent to us

N.B. A UBRN was now been generated, which you can use to track the status of the referral.

You've sent the triage request to the
service provider

What happens now?
You need to:

= send the patient referral instructions
« add a referral letter for the service provider.

The patient does not need to do anything at this stage. They will be contacted
by the service if they need to be seen and offered an appointment

If they do not hear from them by 20 April 2026, they may call them on
02038849653 or email them at hcl.adhd-noreply@nhs.net. Lines are open Mon
Fri 9:00am-6:00pm.

Service details

Service

Service type This is a triage service

Location HEALTHCARE CENTRAL LONDON MENTAL

HEALTH SERVICE

Close %

11
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11. The next step will be to attach the referral form, if you scroll down you will see an option to
‘Add referral letter’.

N.B. If skipped, the referral will cause delays in processing, as it’s a requirement the referral form
is sent with the referral. The referral form template can be found on our website: ADHD service —
GP referral process - Healthcare Central London

Service details

o _

Service type This is a triage service

Location HEALTHCARE CENTRAL LONDON MENTAL
HEALTH SERVICE

Priority Routine

B Email patient referral instructions

= Print patient referral instructions

B Add referral letter

View referral summary

12. You will now be able to attach the referral form from your files, once submitted please click
on Save to proceed.

< Go back
Manage referral attachments
Upload a file

» What type of files can | upload?

Select a file

No files uploaded.

12


https://healthcarecentrallondon.co.uk/adhd-gp-referral-process/
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13. Once attached, you will receive a confirmation it has been updated, as well displaying the
referral information. Shown below

= 0] e

@ Referral attachments updated

You successfully added, removed or made changes to files attached
to this referral.

Referral summary

¥ Download summary

3 Email patient referral instructions

= Print patient referral instructions

Referral details Status

Priority
Eoltine AWAITING TRIAGE

Clinical context
Mental Health - Adults of all ages/Not Otherwise  Service E3
Specified HEALTHCARE CENTRAL LONDON MENTAL HEALTH SERVICE
**TEST DO NOT BOOK ** - Adult ADHD Service - Diagnostics and Treatment - NM202

Referred by

DAYAH, Abdullahi Additional information If the patient does not hear from the service by 20 April 2026, they may call them on

02038849653 or email them at hcl.adhd-noreply@nhs.net. Lines are open Mon-Fri 9:00am-

&N

J You have now successfully referred to you via eRS, you can view the referral status at any
time using the UBRN created through https://ers.nhs.uk

13
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