Client Portal

ALERT

User Guide v

You can now request Management Referral appointments via Alert Health’s new Client Portal.

1.0 Logging In

To sign in to your Alert Health Client Portal, please use this link: Meddbase Occupational Health Portal

The first screen will ask you to sign in. If this is your first visit to the portal, please select ‘Forgot
Password’ and follow the instructions to set a password and gain entry.

If you have any difficulty accessing the system, please contact service@alerthealth.co.uk for further
guidance.

Alert Health Client Portal

Signin

~ Welcome to the Client Portal

or register on the rnght hand side

Forgot password?

ey

2.0 Client Portal Dashboard

The menu bar on the left-hand side will help you navigate the system and guide you to where you need
to be. There are different levels of access that can be granted to Client Portal users. This will dictate the
menu layout.

Alert Health Client Portal € Back o

@ Case Management Referral Portal

Home

Notifications Statistics

There are currently no notifications

See all notifications

& Employee Management

@ User Management
Discharged

Documents required
. In prograss
B questionnaire required

alerthealth.co.uk Alert Health Ltd registered in Scotland No. SC465180



https://www.patientbooking.co.uk/alerthealth/referral/#/login
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3.0 Creating a New Referral

3.0.1 Create A New Case

Select ‘Create new case’ from the navigation menu on the left. Search for or select the relevant
employee from the team list.

Alert Health € Back

Referral Portal

Home

@ Case Management

Create New Case
Notifications Home / Create Mew Case
There are currently no notifications

P nf L " Sow, 1F you cannot arching for:y
See all notifications Please search for the empl ioyea you wish to refar using the fiekds below, | HOU 3NN find the emplayee ¥Ou are =& rchi W TO4. you may

register a new employee.

@ Employee Management Employee Numbe: Personal Email Address

Month b+

Required F— . m
COPYRIGHT © 2025 Meddbase.com - Disclaimer Powe
Date of
Number MName Department Mabile birth Ermail
Rachel ‘ Sdomn [ 1 @hotmail.oom
£ 3 atmaileom
Admin 07580  5/2/1992 otma
kg for 1 1 MW

3.0.2 Enter Employee Details

Review the employee’s details, ensuring contact details are up to date. Click continue to proceed.

Please note: The email address entered in ‘work email address’ will be the one used to contact the
employee. If the employee is absent, please consider updating this to an email address the employee
will have access to.

Refer Employee

Please confirm the employee's details before prageeding.

Employes number Personal email address

rachel_edmunds32@hotmail.com

Trtle™ Sex Work email address™
Mrs v Unknown rachel_edmunds32@hotmail.com . IE—
First name™ Date of Birth™
Rachel 1 Jan v 2000
Surmame” Address deail
Edmunds cast
Gender Identity and Pronouns
ress Lin
-- Select gender -- v -- Select pronouns --
Mobile phene number* iress Line 3
07540 694220
TEST
Deparmant
Test
Admin
* Required X

-- Select division --
Job title

Operations
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3.0.3 Choosing an appointment type

Select ‘Management Referral’.

= =

Create New Case

Home / Create New Case

Management Referral >

Select a Case Title

Management Referral

3.0.4 Complete a referral form

Complete the management referral form, populating all mandatory fields. Profress through each page
by clikcing ‘Next’. Add sickness absence history and background information. Include any additional
guestions specific to the employee’s absence.

Employee Details 2/ 4

Referral form

Home / Ca Referral farm

T it comany

Points to consider when completing a management referral request: 1/ 4

1. Ensure all areas of the form are completed in full. Any forms received with insufficient information will be returned to the referrer.

2. Please discuss the content of this fefermal itn your empioyee and pProvide them with  copy of the farm once this has been submitted. A copy of the
completed referral form can be exported for sharing once it has been submitted. This document will become part of your employee’s medical record and can be
accessed by them under the Data Protection Act

3. A concise and accurate description of the circumstances leading to the referral will assist us to provide a helpful report. If & job description is available, please

include this. Please do not include any other documents without contacting us to discuss them in the first instance.

it Songsse s e

4, Following assessment, the clinician may consider 2 GP or Specialist report to be necessary to better inform the company; this is chargeable. There is a section

on the form to indicate whether you consent to us proceeding with this automatically, o whether you require us to first seek your approval.

Detail provided within our report

o . - . e ecesay o baarinform ch report ecommendatons s s chrgeable
Our clinician’s report will provide the following detail as 3 matter of course: " “

- Advice on the employee's current health status consenttoproceed at

- The prognasis for the condition

- The likely return to work date; return to either full duties or medified duties

: . " S 374
- Advice on the current functional bility of the employee; If work duties are affected; advice on whether any impairment is likely to be short term, long term or

permanent oot 2 mories

- A specific rehabilitation plan; advice on adjustments (if appropriate) with clear timescales Date from) Date o) No.ofdays Reason of absence

- If relevant, advice on disability in accordance with the relevant UK legislation

The information provided within the report should provide you with all you need to progress the case. To maintain patient confidentiality no specific clinical
information can be released without consent from the individual. There is an opportunity to ask additional questions later in the form, but should you fee! these
are required, please [imit the number to a maximum of two; otherwise additional clinical time and associated cost may be incurred. O repetitve short.term absence

O prolonged sickness sbsence

O injury atwork

“ S
O safety concem

O performance concerns (please provice further detals below)

Questions

ADDITIONAL REQUIREMENTS
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3.0.5 Add Appointment Request Details

Add PO or company reference. Advise employees availability to attend. If the report is to be sent to
another person within your company, please provide details in the ‘Consent’ section.

Home / Cases / Referral form

Please indicate if the report should be sent to someone within your organization other than the refe
Yes: (if so, generate details to be populated)
REPORT TO BE SENT TO {only complete if different from referrer)

Consent:

Name:

========

3.0.6 Add Supporting Documents

Upload the employee’s job description and any supporting documentation here. Click ‘Send referral’ to
submit your referral to Alert Health for booking.

Attach Documents

Home / Cases / Attach Documents

Comments
Browse

Note that once you upload a document it cannot be removed!

Attach document

File name Author Comment Date

No documents uploaded yet.

Please ensure you have completed the steps below
1. Fully completed this pre-forma.
2. Have included details of the individual's job description - if required a document can be attached on this screen.
3. Have included the individual's absence record where applicable - if required, documents can be attached on this screen.
4. Included all relevant background information including any employee relations issues which may be relevant to the referral or to rehabilit
5. Made the individual aware of the reasons for referral and the nature of the advice sought.
6. Stated clearly the information feedback you require from OH.
7. Acknowledged the constraints associated with medical confidentiality.

Previous step Cancel referral Send referral
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3.1 Exporting a PDF Copy of Referral

To export a PDF copy of your referral, navigate to ‘View open cases’. Select the relevant case to open it.
Open referral letter PDF to view, save or print.

Please note: Employees should be provided with a copy of the referral form prior to attending their
appointment.

Alert Health Client Portal € Back

Haome / Cases

O e Referral sent
Home / Referral sent - . .
Create new case Search fo S Opencases -- Select department -- A -- Select division -- +
Your referral was sent successfully. Case ID Employee Case Opened Case Closed Status Case Reason Last Update
Rt e 2473175 Edmunds, Rache 20/8/2025 4— Open Management Referral 20/8/2025
2473071 Edmunds, Rachel 20/8/2025 Open Management Referral 20/8/2025
Employee Management . -
A Employ = Case Details Employee Details
cwe =€ Case ID 2473175 Employee Name Rachel Edmunds
& User Management Status 5 Open Employer Name LifeScan Scatiand
ers overvie Reason Management Referral Employee ID
Case Opened Date Department
Case Closed Date
Referrals
Referral ID  Referred by Referral date  Modified date  Status Booked Attended Complete Documents
29527507 Edmunds, Rachel  20/8/2025 20/8/2025 Referral made - Hide documents

W Referral letter.pdf 4—

3.2 Open Cases

Once submitted, the referral request will be triaged and booked by the Alert Health team. The
attending employee will be contacted with appointment details.

Cases

Home / Cases

%]
4]

All cases w -- Select department -- -- Select division - w

Case ID Employee Case Opened Case Closed Status Case Reason Last Update
2447139 Edmunds, Rache 1/5/2025 Open Management Referral 1/572025
2446574 Edmunds, Rache 30/4/2025 Open Management Referral 30/4/202
2446547 Edmunds, Rache! 30/4/2025 Open Management Referral 30/4/2025
2446541 Edmunds, Rachel 30/4/2025 Cpen Management Referral 30747202
2446530 Edmunds, Rache! 30/4/2025 Open Management Referral 30/4/2025
2445693 Edmunds, Rache 25/4/2025 Open Management Referral 25/4/202
2445688 Edmunds, Rache 25/4/2025 Open Management Referral 25/4/2025
2443652 Edmunds, Rachel 25/4/2025 Cpen Management Referral 25/4/2025
2443331 Edmunds, Rache! 8/4/2025 Cpen Management Referral 8/472025
2439524 Edmunds, Rache! 26/3/2025 8/4/2025 Closed Management Referral 8/4/2025
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3.3 Referral Portal

Once the appointment has taken place and the report is ready for you to view, it will become available
on the portal for you to view and export.

Referral Portal

Home
Referral Details
. . Reterral 1D a7zt Mo ph
Notifications
Date ot Bitn
A wed 3t 1/5/2025 - 425D\ (repore sent . 1/5/2025 - 421DM) Deparment
O Referral Referral dare ! e
Referral 27719791 for Edmunds, Rachel has been released. 820
See all notifications
Referral Messaging
Avaiable message fescs p—— Miss Edmunds. Rachel 01/08/2025 - 423214
o

Miss Edmunds, Rachel 01/05/2025 - 42371 o
The emplayes downloaded the repart

Edmunds, Rachel 01/05/2025 - 35374

o
The appointment has been booked on Alert Health Ltd ot 02/05/2025 10:15:00 with Maclennan

Referral Documents

Related Appointments

Type Time/Date Statws
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