
Trak Referrals – Referrer Guide 
 
Please note the following is an example for demonstration purposes. Options and content for other specialties may vary. 
 
To refer a patient: 
  
Select patient from floorplan or via Patient Enquiry >> Select Clinical Menu >> Select Make Referral: 
 

 
  
If the referral you require is available in the “Other Orders / Referrals” favourites menu you may select directly from there. If 
not, look it up manually as follows: 
 
Input the following: 
 

• Category: Referral to Service (code REF) 

• Sub Category: Select relevant specialty 

• Order Item: Select relevant referral type 
 

 
 
An Alert will display with guidance when placing referrals. Select the red Alerts box which holds the Guidance: 

 

 
 
Confirm understanding of referral guidance by selecting the tick box >> Update Alerts: 
  

 



 
Referral alert is now removed >> Select the Questionnaire Icon: 
  

 
 
Complete mandatory Referral Questionnaire (there is access to the patients EPR on this screen if required) >> Update: 

 

  
 
The Questionnaire Icon is now ticked >> Select Update: 

 



  
  
Follow the Order Entry Questions instructions: 

 
• To access to the referral questionnaire, select the Order Name hyperlink 

• To access the referral guidance, select the Alerts Message hyperlink 

 
In The Answer to Question lookup, select Yes >> Password and Update. The referral has now been placed: 

 

 
  
 
To check progress of the referral: 
  
To check referral status >> Select patient from ward floorplan >> EPR: 
 

 
 
Go to Referrals tab: 

 

  
 



 
  
The Order Status confirms the Referral is placed (Ordered). 
  
The receiving team will review these referrals via a workbench - when the patient has been triaged the Order Status will be 
changed depending on the outcome of the triage. The statuses that will be used are as follows: 
  

Status Description 
Ordered New / hasn’t been triaged 
Completed Complete referral / advice or information is due to be provided 
Discontinued Declined referral 
On Hold In progress / on hold / not completed 

  
 


