
Scheduling and Referrals – Closing Referrals 

1 Date Published:1/08/2023 Version: 1 Approved by: Emily Sanders 

 

 

 

 

 

 

 

 

1. Open PMoffice 

 

2.  From left hand side Worklist section, double click on Referrals Closure  

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select Specialty and click OK  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This Quick Reference Guide will explain how to:  

Close patient referrals. 

 When an outcome of ‘Discharged from consultant’s care’ or ‘Referral Renewal’ is selected by the clinician for 

a patient’s appointment, that referral falls on the Referral Closure worklist. 
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4. Right click on patient to triage and select Referral Closure 

 

 

5. Discharge (Referral Closure) Date and Time, Discharge Disposition and Referral End Reason fields auto-

populate, can be changed if required. Click OK.  

 

6. Patient drops off the Referral Closure worklist as their referral has now been closed.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Handy Hint 

If a referral is being closed as it was created in error, please select appropriate VINAH – Exclude Reason. 

 
 
 
 

 


