
Step 1: Click the 'New' subfolder in the side panel

under the 'Referrals' folder.

Step 2:  Click 'Import referral' in the top right

corner.

Step 3: To find an existing patient, enter their

name in the search bar. To manually add a new

patient, click the dropdown menu under ‘Patient’

and select ‘+ New Patient’.

Alternative Step: Use Consultpilot AI to

automatically fill in patient details. Click

‘Consultpilot AI’ (See video here for instructions). 

Step 4: Fill in or edit all mandatory patient details

then click ‘Save Patient’.

Step 5: Review the patient details in the pop-up,

click ‘Confirm’, then select ‘Next step’ to

continue.

Step 6: Select the referrer type from the options

displayed. Search for the referrer or click ‘+Add’ to

add their details manually.

Step 8:  Add the referral date and select the

referral period. Update tracking and notification

preferences as needed, then click ‘Import

Referral’.

Step 7: ‘Attach Referral Letter’ or complete the

‘Clinical Assessment’ section. 

Note: You also have the option to upload ‘Other
Correspondence’ and add an ‘Internal note’.

Need support or want to learn
more? Contact us here. 

Best experience: Chrome Edge Firefox

Not supported: Internet Explorer, due to security concerns
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