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EDITING REFERRALS 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

 
 

 

WARD CLERKS OR NURSES 

Physicians will complete the referral order. In the instructions to staff, they will indicate where the 
referral should go to along with any necessary documentation. 

 

Staff will find the referral on the referral list. Follow the steps below to edit the referral. 

1. Click in the blue box for the referral you would like to process. 
Note: Do not click on patient name, that will launch you into the chart. 

 

2. The referral case details 
window will open. 
Please note the Refer 
to Location may not 
have been completed.  
 

3. Review the Instructions 
to Staff details. 
 

4. Click the Edit button to add the Refer to Location if it is not there or is not the correct location.   
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3. Click on the magnifying 

glass beside the Refer to 
Provider to add the 
refer to location or 
change the practice site.  

 
 
 
 
 
 
 
4. The provider search 

window will open. 
 
5. Change the search by to 

Practice or Provider 
depending on who the 
referral is being sent to.  

 

 
 
6. Click on the clinic or 

provider you would like 
to add and click Accept. 
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7. Click on the 

Documents tab and 
search for the 
documents that the 
Physician has 
requested be added to 
the referral. Note: if no 
documents are 
selected, a facesheet 
will not be included in the referral. 
 

 
8. Click the Add button and the documents will be moved 

to the top in the attached documents section. 
 
9. Click the Save button in the bottom right.  

 
10.   Click Start Referral.  

 

 
 

 
11.  A new window will open.   

Click Generate.   
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12.   A referral summary will 

open. Click on the Send 
button to complete. 
 
Note: Referrals to clinics 
within Niagara Health will be 
sent directly to the clinic for 
review and acceptance. 

 
Note: In current state, External Clinics/Providers will generate a referral letter with the attached 
documents.  Print the letter and fax to the identified provider. 
 
 
 
 
 


