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Creating a referral via SystmOne 
 

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 

 

 

 

 

 

 

 

 

 

 

 

2. The referral options will now appear, from the drop down select the referring clinician and 

select the priority as ‘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 
 

 

3. A new 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. 

 

 

 

 

 

 

 

 

 

 

 

 

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 
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5. Once you have selected as a recipient from the address book, the read 

code field will auto populate, you can now click ‘Write now’ to continue 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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 - 

Healthcare Central London 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

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 
 

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

  

 

 

 

 

 

 

 

 

 

 

 

 

 

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  

 

 

 

 

 

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’. 

 

 

 

 

 

 

 

 

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

name or DOB. 

 

 

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

using the ‘Refer or seek advice’ button.  
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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. 
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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. 

 

 

 

 

 

 

 

 

 

 

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

selection, as shown below. 
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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. 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

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. 
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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 

 

 

 

 

 

 

 

 

 

 

 

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

on Save to proceed. 
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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 

 

 

 

 

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 
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