
How to make a referral directly on eRS 
when cannot do it through Emis Web 
eg for temporary residents OR if you 

do not have the NHS Number OR 
patient not fully registered 

 
 

• If a patient is not fully registered with your 
practice (eg in transition to joining your 
practice or are a temporary resident) a referral 
can still be made but not directly through Emis 
Web 



• If you have established that it is not possible 
to refer directly from your clinical system it is 
still possible to refer through eRS but this 
requires going to directly to the eRS system 

• You will need to complete the referral letter or 
proforma first within your system and store a 
copy of this on your desktop in an easily 
accessible folder  

• You will also need EITHER the patients NHS 
number OR enough information such as date 
of birth, name and old address 

 



Select patient. If the PDS 
box is Red it is possible that 
you cannot make the 
referral directly through 
Emis. You can double click 
the red box and see if you 
can resolve any anomalies.  
If it is a temporary resident 
you will not be able to 
resolve. 



If you double click the patient 
bar  you can edit the patient 
details and may be able to 
resolve any issues so that the 
red PDS turns blue 



Making referral document you will 
want to attach 

• Once you are certain you cannot make a direct 
eRS referral through emis Web you still need 
to complete the 2ww or other proforma or 
referral letter but will need to save it on your 
desktop so it can be accessed easily by the eRS 
module when you need to attach it 



Launch a consultation for patient 
and select Document and Create 
Letter 



A list of previously used letters will appear. If 
you think these relate to previous versions 
of a proforma then click the magnifying 
glass to find current proformas 



A list of previously launched 
letters/proformas appears 
which can be deleted to tidy 
up especially if out of date 

This is a list of where 
the proformas may 
reside and you would 
probably need to 
know where to look 



If you put in a term OCCG/OCCG 
EW/proformas it will probably find 
the current versions of OCCG 
approved templates/proformas 
You can click on the folder. If you 
cannot find ask your admin team 
which keeps the folders up to date 



This is a list of the current 
OCCG approved proformas. 
Click on the one you want 



The proforma will be launched and you 
can fill in appropriately 



Once complete Save and Close 
proforma 



It is useful to add some code for 
document type such as Referral 
to.. or just Administration – use 
the search tool to find 



• This document could also be a letter or any 
other type of document you usually use for 
referring 

• NOW you also need to save/export a copy of 
the document/letter/proforma to an easily 
accessible area on your desktop (either 
directly or in a useful folder which you can use 
for working documents) 



The saved document can 
be found under the 
Documents tab  

If you right click over the 
document you can Edit it or 
perform other actions 
including Export Document 



If you are going to refer via eRS 
outside of emis Web for this 
patient, you will need to save a 
copy of the referral on your 
desktop. Select Export and save 
on desktop (or other folder) 



• Now you will need to launch the eRS service 
externally. This can either be done through 
emis Web as shown below or directly using an 
appropriate web browser on an N3 
connection 

• The web site is https://nww.ebs.ncrs.nhs.uk/ 
and if you ae using your smart card you should 
get directly into eRS 

https://nww.ebs.ncrs.nhs.uk/
https://nww.ebs.ncrs.nhs.uk/


To launch the eRS website through 
emis Web 
Click on the emis icon  
Select External Links and select NHS 
e-Referral Service 



This will launch the external eRS 
module. 
In eRS module type in NHS number 
if you have it and Search 
If you do not have the NHS number 
you can still use Demographics to 
find 



If you only have demographic data 
select Demographics 



Insert demographic data and 
press Search 



The patient should appear  
You can Update Person details which is 
important including contact numbers and 
address 



Update details as appropriate and press Save 



When details updated press Refer/Advice 



It asks you to make sure you have 
the clinical information you need 



You are now in the familiar part of 
the eRS module allowing you to 
select a service 

Select Priority 



Select Specialty and Clinic Type 



It is useful and makes life easier to put 
in the organisation such as Oxford 
university Hospital as clinic choices 
are usually ordered by distance from 
patients address and if home address 
is miles away the local clinics will not 
be at the top 

Select Search All 



Select both Oxfordshire hospital 
clinics if 2ww and can either 
Request and print off information 
for patient or Appointment 
Search to select an appointment 



If you Request a booking then 
print off the Appointment 
Request Summary with Password 
so the patient can complete the 
referral themselves 



The request or appointment has been 
made but you need to now attach the 
referral proforma or letter 
Double click on the UBRN number 



Click on the Actions arrow 



Click on Add Referral Letter 



Click on Add Attachments 



Choose File to upload  
Select Desktop and find the 
file where you have saved  the 
referral proforma or letter and 
chose select 



When referral attached press 
Submit 



• The referral is now made and the letter 
attached 

• The UBRN will not be recorded in the clinical 
system so it might be worth keeping a note of 
it and putting in the notes 


