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1. Open Scheduling Appointment Book (Schapptbook) 

 

2. Open Request List Inquiry 

 
 
  
  

3. In the Inquiry drop-down, select Referrals Add Encounter 

4. In the Request List Queues drop-down, select ED Bookings 

5. Click Find. 
 

   

This Quick Reference Guide will explain how to: 

Send a referral for Virtual Fracture (VFRAC) Adult or Paediatric Triaging for patients on whom an Orthopaedic Fracture 

OP Referral or Orthopaedic Fracture Paediatric OP Referral has been placed in the Emergency Department 

. 
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6. Locate the correct patient on the list. 
Right click on the patient, select Person, 
select Add Encounter 

 

 

 

  
  
  
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. A pop up will appear. Select Yes. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. If the Available Conversations window appears, select 
Referral Add/Modify. 
If it doesn’t appear, move to the next step. 
 

 

9. Select Add Episode. 
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10. In the Type drop-down, select Specialist Clinics (OP) 

11. Select OK 
 
 
 
 
 
 
 
 
 
 
 

 
12. Select the episode that 

has just been created. 

Ensure the episode 

selected has the current 

date and time, and your 

username as the creator. 

 

13. Select OK 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
14. In the Facility Name, type WHS and click on the magnifying 

glass to search. 

15. For adult referrals, select WHS Footscray Hospital. 

For paediatric referrals, select WHS Sunshine Hospital 
 

16. Select OK 
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17. The Referral Add/Modify window will 
appear. Click on the Referral and 
Encounter Info tab. 

 

 
 
 

 

18. Fill out the yellow mandatory fields with the below information: 

 
 Referral Add Type: New Referral 

 Referral Received Date: Today’s Date 

 Date on Referral: Today’s Date 

 Referral Source: This Hosp Emergency Department 

 Referral Status/Priority: Triage Required 

 Referral in Stream: Orthopaedics/Musculoskeletal 

 Referral (Episode) Stream: Orthopaedics/Musculoskeletal 

 Speciality: 

o Adults: ASC Fracture 
o Paediatrics: WC Paed Fracture 

 Account Class: Public Eligible 

 Referring Clinician: This will populate with the referring clinician 

 Referred to Clinician: This will populate if entered when the order was made 

o Adults: Dr Phong Tran 
o Paediatrics: Dr Chris Harris 

 

 
 

19. Click Complete 
 
 

 

 

 

 

 
Adult: ASC Fracture 

Paed: WC Paed Fracture 

Adult: Phong Tran 

Paed: Chris Harris 
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20. A pop-up will appear confirming you have added a FIN 

Number for this referral. 

21. Click OK – the patient is now on a list to be triaged. 

22. If required, print a letter for this patient indicating that their 

referral has been sent to triage. Follow QRG ‘Patient 

Correspondence – Letter Printing/BING’ to print this letter. 

 
 

 

Important – 

 This process does not involve scheduling the appointment. This process sends the referral to the triaging 

team to schedule accordingly. The patient will be notified of the outcome via mail or SMS. 

Handy Hint – 

 Click in a date box and press ‘T’ for Today on your keyboard to insert the current date. 


