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Introduction
This user manual has been designed to support you to use HealthHub – Health
Management’s Occupational Health Portal.
It will provide you with the information you need to navigate through HealthHub,
submit referrals, track your referrals and access your advice reports and certificates.

Who should use this guide?
This guide has been designed to be utilised by HealthHub users that have
permission to submit referrals to Health Management and that have been granted
additional permissions by their organisations. Guidance on these features is
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contained within the Appendices of the ‘HealthHub Client User Manual - Additional
Functionality’
The table below shows the different type of user accounts available through
HealthHub, and where those users can access the guidance they need.
User type

Permissions

Guidance

Requester

Able to submit referrals to Health
Management

Core functionality
contained within Sections
1-9 of this manual

Approver

Able to “approve” or “reject” referrals
sent by “Requesters” within their
organisation, as well as submit
referrals to Health Management.

Core functionality
contained within Sections
1-9 of this manual

Administrator

Able to manage client options on
HealthHub

Core functionality
contained within Sections
1-9 of this manual
Further guidance
contained within
‘HealthHub Client User
Manual - Additional
Functionality’

Client Officer

Able to send out a single
questionnaire to multiple employees

Functionality covered in
section 4.9

To support the management and
coordination of a Health Surveillance
programme

Not contained within this
manual. Please refer to
other guidance supplied
by Health Management.

Able to access HealthHub to view
their referral, appointments and other
features related to the service
request submitted for them

Not contained within this
manual. Please refer to
other guidance supplied
by Health Management.

Health
Surveillance
Coordinator

Employee
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1. Getting Started
1.1 What is HealthHub?
HealthHub is Health Management’s occupational health portal. HealthHub provides
quick access to your service data, appointment booking, service notifications and the
ability to securely transfer documents.

1.2 Accessing HealthHub
1.2.1 Supported internet browsers
HealthHub can be accessed on one of the following internet browsers:
Browser

Notes/comments

Microsoft Edge

Microsoft Edge is only supported on Windows 10
operating systems.

Microsoft Internet
Explorer 11

Microsoft Internet Explorer 11 is supported on Windows
operating systems.
Microsoft Internet Explorer 11 is supported on Windows
8.x tablet.
Running Internet Explorer in Enterprise or Document
Mode to emulate older browser versions is not supported.

Mozilla Firefox

Mozilla Firefox updates automatically. HealthHub
supports the most recent stable version of Mozilla Firefox.

Google Chrome

Google Chrome updates automatically. HealthHub
supports the most recent stable version of Google
Chrome.

Apple Safari

Safari is only supported on Mac operating systems.
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1.2.2 Required internet browser settings
When using HealthHub, please check your browser settings to ensure they
correspond to the requirements listed in the table below:

Cookies Enabled

Web browsers must allow cookies. If your browser is not
configured to allow cookies, then HealthHub will display an
alert stating that cookies must be enabled in order to log in.

JavaScript
Enabled

Features of HealthHub require that “JavaScript” is enabled
within your browser.

TLS1.2

HealthHub supports the latest TLS 1.2 Transport layer
protocol only. Older Transport Layer protocols are not
supported.

If you are unsure how to check or set these, please contact your organisations
Systems Administrator.
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1.3 User accounts
1.3.1 Obtaining an account
To use HealthHub, you need to have a dedicated user account (with a username
and password) established. If you do not have user account, an account can be
established by an assigned Administrator within your organisation.
Details of your system Administrator are available from your HR department or by
contacting our HealthHub Helpline on 01273 976 655.
**Client User accounts must be used only by the individual to whom they are
established. Client User accounts must never be shared nor re-assigned to others.**
Once your account has been created by your Administrator, you will receive a
registration email to your registered email address, which will provide you with your
unique username and temporary password. There will also be a link to login to the
HealthHub login page.
Your temporary password is only available for 3 days. Should this expire before you
login please follow the Resetting your password process.
1.3.2 Activating your account
To activate your account, follow the link to HealthHub contained within in the email or
access HealthHub via the following link (https://hub.healthmanagement.co.uk) to go
to the login page. You will now be requested to create a secure, memorable
password, following the required Account Password format below:
Password Format
Minimum Length
Minimum Lowercase Characters
Minimum Uppercase Characters
Minimum Numeric Characters
Minimum Special Characters
Special Characters usable

HM422
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1.4 Accessing HealthHub
To login to HealthHub, follow the steps below:
1. Access HealthHub via the following link (https://hub.healthmanagement.co.uk)
2. Enter your username & password
3. Click Login

Once logged in, you will be presented with your home screen, which will be similar to
the below:
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1.5 Resetting your password / Password recovery
If your temporary password has expired or you have forgotten your password, you
can submit a ‘Forgot your password?’ request.
To recover your password, first go to the HealthHub login screen:
1. Access HealthHub via the following link (https://hub.healthmanagement.co.uk)
2. Click on “forgot password”

3. On the next screen, enter your HealthHub username

Once you have entered your username, click “send email”. An email will be sent to
the email address associated with that username.
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Once you receive an email, click on the link contained within the email (note that this
link will expire after 60 minutes). This will take you through to a page which will allow
you to set a new password for your HealthHub account.
The password you set must meet the HealthHub password rules. If it does not, you
will receive an error message informing you of the reason why the password has
been rejected.
Once you have entered a new password, click “Submit” and your new password will
be set. You will then be logged into HealthHub and taken to your homepage.

1.6 Username recovery
If you are unable to remember your username, please call our HealthHub helpline on
01273 976655 or refer to your original registration email.

1.7 Signing out
Once signed into HealthHub, when you have completed the work you need to,
please ensure you sign out of HealthHub by clicking on the icon on the top right of
the screen and selecting sign out. Please do not just close the window.
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2. HealthHub homepage
HealthHub has been designed to be as simple to use as possible. This section will
guide you through your homepage and how to navigate to the key parts of
HealthHub.
There are several navigation options on your homepage:

2

1

3

4

5

6

7

8

#

Area

Purpose

1

Home button

Use this button at any time to return to your homepage

2

Organisation

3

Personal
Information
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This button will take you to your organisational set up section.
Depending on your access rights (see Page 3), you will be
able to, in this section:
 Create new referring managers
 See your organisational structure
 See a list of your employees that have been referred
on HealthHub
 Track cases within your hierarchy structure

This button will take you to your own account page, where
you can see:
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Your tasks
Your referrals
Your personal details

4

Request a new
service

Selecting this button will take you through to your service
options and allow you to submit a referral or request a
questionnaire.

5

My referrals &
assessments

Use this button to see a list of referrals that you have sent to
Health Management, including their current status,
appointment rebooking and outcome documents.

6

Actions &
updates

Selecting this button will take you to a list actions that you
have on HealthHub

7

Need help?

Should you realise you need help when using HealthHub,
selecting this button will take you to our help page. You will
be able to access a set of Frequently Asked Questions,
submit a query to the team and see details for our dedicated
HealthHub helpline.

8

Actions &
updates

For your ease of use, your homepage will also display your
tasks & actions
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3. Actions & updates
To support referrals being completed as quickly as possible, HealthHub has been
built to notify individuals, both within Health Management and your organisation,
when there is an update on a case (e.g. an advice report is ready to be viewed) or
when an action is required (e.g. a referral has been made that requires your
approval).
When this occurs, you will receive an email informing you that there is a notification
for you or you are required to complete an action. The email will contain a link for
you to click on to take you to HealthHub.

3.1 Viewing your actions & updates
Your homepage will contain a section called “Actions & Updates”. This section of the
screen will show you any notifications you have received or any actions that have
been assigned to you.

To view more information about a notification, or to complete an action, click on the
“Task Type” link, as shown below:
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4. Submitting referrals
HealthHub has been designed to enable you to submit service requests to Health
Management as simply and efficiently as possible, while ensuring that you provide
us with the information we need to be able to provide you with the advice you are
seeking.
This section will take you through how to submit referrals for the following services:











Management referrals
Workstation assessments
Health questionnaires
Role specific questionnaire
Physiotherapy referral
Ill Health Retirement referral
Specialist Mental Health assessment
Income Protection referral
Dyslexia referral
Role specific assessment

The first step to submitting a referral is to click on the “Request a new service” button
on your homepage.
On the following screen, select the type of referral you wish to submit.
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**If your organisation has approval queues in place, your service request will need to
be approved by a designated member(s) of your organisation prior to it being
submitted to Health Management.**
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4.1 Management referral
Once you select “Management Referral” from your service options, you will be
presented with the Management Referral form. This form has been designed to
ensure we have all of the information we require to provide you with the advice you
need.
There are multiple screens to complete to send your referral, and these are listed
along the left hand side of the page.
Work your way through completing each of the screens, taking time to ensure that
you read each section carefully and answer each of the questions. As you complete
a screen, a green tick will appear on the left hand side.
Screen 1: Getting Started
The first screen will provide you with some general information to support you to
work your way through each of the following screens.

HM422
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Screen 2: About the employee
Screen 2 will ask you enter information about the employee that you are referring. If
the employee has been referred on the HealthHub platform previously by you or any
of your colleagues you have shared case access with, please search for the
employee rather than adding a new employee. This will ensure the employee’s
records are linked.

Screen 3: Why I’m making the referral
The third screen will ask you to indicate why you are referring the employee (select
as many reasons as applicable).
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Screen 4: Referral details
Screen 4 will ask you to answer a series of questions about both the referral and the
employee, to support us to ensure you receive the most appropriate advice.
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Screen 5: Advice I would like
The next screen will ask you to indicate to us the specific advice that you are seeking
from the referral. Please note that any items ticked will be covered in the advice
letter so please ensure your selections are correct.

Screen 6: Adjustments for the employee
Screen 6 asks you to inform us about any adjustments that you have currently made
for the employee and/or any future adjustments that you can consider that are
reasonable. This will enable our clinicians to provide you with tailored advice based
on specific adjustments you have made or could accommodate for this employee.
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Screen 7: Employee availability
Screen 7 will ask you to indicate any dates that you are aware of that the employee
would be unable to make an appointment. Please note that any reduced availability
may have an impact on our ability to provide timely appointments.

**Please note appointments can be scheduled very quickly with short notice, should
your employee need extended notice please record unavailability when submitting
the referral to enable this**
Screen 8: Supporting information
The next screen will ask you to provide supplementary information with the referral,
and to upload a job description and copy of the employee’s sickness absence record
(if available).
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Screen 9: Employee activities
Screen 9 requires you to indicate the activities that the employee completes in their
role and what their job role involves.
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Screen 10: Final review
The final screen will provide you with an opportunity to review the information you
have submitted with your referral. Take time to read this through and ensure that you
are happy the information you are providing is correct. Once you are happy, read
through the declaration statement at the bottom of the screen to indicate that you are
in agreement. Once ticked, click “Submit” to send the referral.
*** If you have any warning triangles on the left of the screen you will not be able to
submit your referral until the missing information has been entered. ***

Once submitted, you will see a confirmation message and receive a confirmation
email.
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Following your submission, the case you have referred will go through the Health
Management triage process. On completion, the employee will be sent a notification
to inform them that a HealthHub account has been set up for them. Depending on
the nature of the service request, an appointment will be booked for the employee.
They will receive an email requesting that they login to HealthHub to view their
appointment. You will also be updated with the progress of the referral and any
appointments made.
For information on how to track your referrals, please see Section 5.
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4.2 Workstation assessments
Once you select “Workstation Assessment” from your service options, you will be
asked to complete the Work Station Assessment referral form. The form works in a
similar way to the Management Referral form, whereby you are asked to complete a
series of pages, which are shown on the left hand side of the screen.

The second page of the form will ask you to select the service you are wishing to
make a request for:





Workstation assessment
Blind and visually impaired workstation assessment
Deaf workstation assessment
Vehicle assessment

Depending upon your client set up, you may also be asked to enter a purchase order
number and cost centre code at this stage.
Once submitted, the next page will ask you to enter information about the employee
that you are referring. If the employee has been referred before, search for their
name in the box. If they have not, select “new employee” and complete the required
fields.
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Page 4 will provide you with the opportunity to enter the following information:




Reason for referral
Whether or not the employee has previously been referred for this service
Information about any previous adjustments that have been made to the
employee’s workstation.

Take time to provide as much relevant information as you can in this section, as it
will support the completion of the assessment. When you are happy with the
information you have detailed, click “next”.
Page 5 will ask you to let us know when the employee being referred will be
available for an assessment, and if there are any known dates on which the
employee will not be available. You will also be asked to confirm whether or not the
employee will be accompanied to the assessment, and if so, the nature of the
relationship with the accompanying individual.
Page 6 will ask you to enter the employee’s location; this should be the address of
where the assessment should take place
Finally, you will be provided with an opportunity to review the details you have
entered into the form before you submit them. Once you have declared and
confirmed that you have made the employee aware of the referral, click submit and
the referral will be sent through to Health Management.
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4.3 Questionnaires
To submit a questionnaire, select “Health Questionnaires” from your service menu.

Your next screen will provide you with a list of different types of questionnaires your
organisation is able to submit to Health Management.

Select the type of questionnaire you wish to create and then click “submit”.
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Once you have selected your questionnaire, you will be taken through a series of
screens that will create the questionnaire that will be sent to your employee or
prospective employee (depending upon the type of questionnaire you are
requesting).
The nature of the information you are required to submit will vary with each type of
questionnaire. Take time to work through the questions that you are asked as this
will directly impact the content of the questionnaire that is sent.
Once you have submitted the questionnaire, this will be sent to the employee or
prospective employee to complete.
**Please note Questionnaires time out after a period of 30days if the employee or
candidate has not completed it, a new questionnaire would then need to be sent to
the employee or candidate**

See Section 5 for information on how to track the progress of your questionnaire.
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4.4 Role Specific Questionnaires
Setting up your questionnaires
If you believe that certain roles within your organisation require a specific
questionnaire, please contact your Relationship Manager who will work with you to
understand your requirements and build your questionnaire in HealthHub.
**Only a referrer with the Client Officer permission will have access to the Role
Specific Questionnaires**
Sending your questionnaires to employees to complete
To send a role specific questionnaire to employees, please follow the instructions
below.
To request a role specific questionnaire, select “Health Questionnaires” from your
service menu.
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You will then be presented with the Getting Started page, which will provide you with
some further information about Health Questionnaires.

Once you have read the information, click on “Start” to commence the service
creation process.
The next screen will ask you for the type of questionnaire that you wish to send.
Select “Role Specific Questionnaire” and then “Next” to proceed.
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The next task will be to upload a set of employees to whom you wish to send the
questionnaire. To do this, firstly download the template through the link provided on
the screen.

This will enable you to download a “csv” file where you can populate the details of
the employees that will receive the questionnaire. If you require assistance filling this
in, you can access instructions by clicking on “show instructions”.
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The “csv” file will ask you to populate the following information about the employees
you wish to send the questionnaire to:
 Title
 First name
 Last name
 Email address
 Phone number
 Job title
Complete the details in the “csv” file for all employees as per the example below.
Once you have completed this, save the document.

Please ensure when saving the document that the file is saved as a “csv” file.
The next step is to upload this information into HealthHub. To do this, either drag the
file into the box that states “drop file here” or click “upload” and locate the correct
document on your drive.
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Once your document is uploaded, select “preview” to view the file. This will show a
list of all of the employees that you have detailed on the file that you uploaded.

On this screen, you will see a space for “supervisor” to be entered for each
employee. Please ensure that for each employee on the list, you assign them a
supervisor (note: this must be a current active user on HealthHub).
If all employees have the same supervisor, you are able to “bulk” assign a supervisor
to all employees. To do this, select the tickbox at the top right hand side of the grid.

This will select all employees on your list. Towards the top of the grid, there is a
space for you to enter the supervisor that will be assigned to all employees. Enter
the name of the supervisor in this box, and they will automatically be assigned to all
employees.
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Once you have assigned a supervisor to all employees, select “next” to continue.
The subsequent screen will allow you to select the type of questionnaire that you
wish to send. Use the drop down list provided to make your selection.

Once you have made your selection, click “next” to continue.
Employees completing the questionnaire
Employees that were on the list to be sent a questionnaire will receive 2 emails from
HealthHub.
The first email will inform them that an account has been created for them in
HealthHub.

The second email will contain a username and temporary password for them to be
able to log into HealthHub and complete the questionnaire.
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4.5 Physiotherapy referrals
To request a physiotherapy referral, select “Physiotherapy Referral” from your
service menu.

The ‘Getting Started’ screen will provide you with some general information on
Physiotherapy and health conditions that may benefit from treatment.
On the initial page you will be asked to enter information about the employee that
you are referring. If the employee has been referred before, search for their name in
the box. If they have not, select “new employee” and complete the required fields.
Next you will be asked to let us know when the employee being referred will be
available for an assessment, and if there are any known dates on which the
employee will not be available.
Depending upon your client set up, you may also be asked to enter a purchase order
number and cost centre code at this stage.
You will also be asked to provide a specific reason for referral.
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Finally, you will be provided with an opportunity to review the details you have
entered into the form before you submit them and upload any supporting
documentation.
Once you have reviewed, click submit and the referral will be sent through to Health
Management.
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4.6 Ill Health Retirement
To submit an Ill Health Retirement request for a pension scheme member, select “Ill
Health Retirement” from your service menu.

Please note that these applications should only be made if previously advised by an
Occupational Health Physician (within the last 6 months) or under extreme
circumstances where it is apparent that this is urgently required.
You will be asked a series of questions about the Pension Scheme the applicant is a
part of, their current employment status as well as documents required at the point of
application. If you do not have these, there is an option to save the application and
complete later once you have all relevant material.
Please enter the required information in each section. After you have completed
each section and submitted your application, the Health Management team will
determine the most appropriate follow-up actions.
Before completing this application, you will need:
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The employee’s details
The employee’s completed GP/Spec consent
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Any supporting documentation you may already have (such as doctor’s
reports)
Their job description (if available or closest approximation)
Any times or dates that the employee cannot make an appointment
Scheme-specific documents (such as certificate or application form- these will
be listed out for you once you have selected the relevant pension scheme on the
next page)

Firstly you will be asked to select the Pension Scheme the employee you are
referring is part of and the date they became an active scheme member.
Should you have any difficulties in completing this information please seek advice
from your HR department as the referral will be unable to progress without this
information.
Once submitted, the page 2 will ask you to enter information about the employee that
you are referring. If the employee has been referred before, search for their name in
the box. If they have not, select “new employee” and complete the required fields.
Typically, employees should have engaged with Occupational Health before applying
for Ill Health Retirement, unless there are mitigating circumstances.
The following page asks specific question(s) relating to the application details.
Page 4 will ask you to let us know when the employee being referred will be
available for an assessment, and if there are any known dates on which the
employee will not be available.
Finally, you will be provided with an opportunity to review the details you have
entered into the form before you submit them. Once you have reviewed, click submit
and the referral will be sent through to Health Management.
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4.7 Specialist Mental Health Assessment
To request a referral for a Specialist Mental Health Assessment, select “Specialist
Mental Health Assessment” from your service menu.

The ‘Getting Started’ screen will provide you with some general information on
Specialist Mental Health Assessments and the assessment content and output.
On the initial page you will be asked to enter information about the employee that
you are referring. If the employee has been referred before, search for their name in
the box. If they have not, select “new employee” and complete the required fields.
Next you will be asked to let us know when the employee being referred will be
available for an assessment, and if there are any known dates on which the
employee will not be available.
Depending upon your client set up, you may also be asked to enter a purchase order
number and cost centre code at this stage.
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You will also be asked to provide a specific reason for referral.
Finally, you will be provided with an opportunity to review the details you have
entered into the form before you submit them and upload any supporting
documentation.
Once you have reviewed, click submit and the referral will be sent through to Health
Management.
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4.8 Income Protection
To request an Income Protection referral, select “Income Protection referral” from
your service menu.

Once you select “Income Protection” from your service options, you will be presented
with the Income Protection form. This form has been designed to ensure we have all
of the information we require to provide you with the advice you need.
There are multiple screens to complete to send your referral, and these are listed
along the left hand side of the page.
Work your way through completing each of the screens, taking time to ensure that
you read each section carefully and answer each of the questions. As you complete
a screen, a green tick will appear on the left hand side.
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Screen 1: Getting Started
The first screen will provide you with some general information to support you to
work your way through each of the following screens.

Screen 2: Select Service
Screen 2 will ask you to confirm which Income Protection service you are selecting.
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Screen 3: About the employee
Screen 3 will ask you enter information about the employee that you are referring. If
the employee has been referred on the HealthHub platform previously by you or any
of your colleagues you have shared case access with, please search for the
employee rather than adding a new employee. This will ensure the employee’s
records are linked.

Screen 4: Referral details
Screen 4 will ask you to answer a series of questions about both the referral and the
employee, to support us to ensure you receive the most appropriate advice.
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Screen 5: Adjustments for the employee
Screen 5 asks you to inform us about any adjustments that you have currently made
for the employee and/or any future adjustments that you can consider that are
reasonable. This will enable our clinicians to provide you with tailored advice based
on specific adjustments you have made or could accommodate for this employee.

Screen 6: Employee availability
Screen 6 will ask you to indicate any dates that you are aware of that the employee
would be unable to make an appointment. Please note that any reduced availability
may have an impact on our ability to provide timely appointments.
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Screen 7: Supporting information
The next screen will ask you to provide supplementary information with the referral,
and to upload a job description and copy of the employee’s sickness absence record
(if available).

Depending upon your client set up, you may also be asked to enter a purchase order
number and cost centre code at this stage.
Screen 8: Employee activities
Screen 8 requires you to indicate the activities that the employee completes in their
role and what their job role involves.
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Screen 9: Final review
The final screen will provide you with an opportunity to review the information you
have submitted with your referral. Take time to read this through and ensure that you
are happy the information you are providing is correct. Once you are happy, click
“Submit” to send the referral.
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4.9 Dyslexia referrals
To request a dyslexia assessment, select “Dyslexia Referral” from your service
menu.

The second page of the form will ask you to select the service you are wishing to
make a referral to:



Neurodiversity Diagnostic Assessment
Neurodiversity Workplace Needs Assessment

Depending upon your client set up, you may also be asked to enter a purchase order
number and cost centre code at this stage.
Once submitted, the next page will ask you to enter information about the employee
that you are referring. If the employee has been referred before, search for their
name in the box. If they have not, select “new employee” and complete the required
fields.
Page 4 will ask you to let us know when the employee being referred will be
available for an assessment, and if there are any known dates on which the
employee will not be available.
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Page 5 will provide you with the opportunity to enter the following information:




Reason for referral
Whether or not the employee has previously been referred for this service
Any previous adjustments

Page 6 will ask you to enter the employee’s location so an appropriate location for
the assessment can be identified.
Finally, you will be provided with an opportunity to review the details you have
entered into the form before you submit them. Once you have declared and
confirmed that you have made the employee aware of the referral, click submit and
the referral will be sent through to Health Management.
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4.10 Role Specific Assessment
Setting up your Role Specific Assessments
If you believe that certain roles within your organisation require Role Specific
Assessments, please contact your Relationship Manager who will work with you to
understand your requirements and build your assessment groups in HealthHub.
Select Role Specific Assessment, from your service menu.

Once you select “Role Specific Assessments” from your service options, you will be
presented with the referral form. This form has been designed to ensure we have all
of the information we require to provide you with the advice you need.
There are multiple screens to complete to send your referral, and these are listed
along the left hand side of the page.
Work your way through completing each of the screens, taking time to ensure that
you read each section carefully and answer each of the questions. As you complete
a screen, a green tick will appear on the left hand side.
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Screen 1: Getting Started
The first screen will provide you with some general information to support you to
work your way through each of the following screens.

Screen 2: About the employee
Screen 2 will ask you to enter information about the employee that you are referring.
If the employee has been referred on the HealthHub platform previously by you or
any of your colleagues you have shared case access with, please search for the
employee rather than adding a new employee. This will ensure the employee’s
records are linked.
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Screen 3: Assessment Group
The third screen will ask you to indicate which assessment group the employee is
part of and which type of assessment is needed
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Screen 4: Employee availability
Screen 4 will ask you to indicate any dates that you are aware of that the employee
would be unable to make an appointment. Please note that any reduced availability
may have an impact on our ability to provide timely appointments.

Screen 5: Supporting information
The next screen will ask you to provide supplementary information with the referral,
and to upload a job description and copy of the employee’s sickness absence record
(if available).
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Screen 6: Final review
The final screen will provide you with an opportunity to review the information you
have submitted with your referral. Take time to read this through and ensure that you
are happy the information you are providing is correct. Once you are happy, read
through the declaration statement at the bottom of the screen to indicate that you are
in agreement. Once ticked, click “Submit” to send the referral.

Once submitted, you will see a confirmation message and receive a confirmation
email.

Following your submission, the case you have referred will go through the Health
Management scheduling process. On completion, the employee will be sent a
notification to inform them that a HealthHub account has been set up for them, if they
have not been previously referred. Depending on the nature of the service request,
an appointment will be booked for the employee. They will receive an email
requesting that they login to HealthHub to view their appointment. You will also be
updated with the progress of the referral and any appointments made.
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For information on how to track your referrals, please see Section 5.
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5. Tracking your referrals
HealthHub provides you with the ability to track the progress of the cases that you
have submitted to Health Management.
To track your cases, follow the steps below:
1. Navigate to your list of cases by selecting the “My referrals and assessments”
on your homepage. This will take you through to a screen where you will be
able to see all of the referrals you have made.

2. To see more information on one of your referrals, select the case reference
number.
3. Once you have clicked on the case reference number, you will be presented
with further information about the case. You will be able to see a timeline of
the case and a timeline showing the case progression.

Furthermore, you will also be able to see:






Details of the employee that you referred;
Appointments that have been booked;
Documents that have been uploaded with the case;
Communication on the case and;
An overview of the activity that has taken place on the case.

You will also be able to download a copy of the referral that has been submitted.
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6. Cancelling referrals
**Please note that cancelling referrals may lead to your organisation being charged.
Please liaise with your occupational health contact should you have any queries**
To cancel a service request, navigate to your referral by clicking on “My Referrals
and Assessments” on your home screen. Find the referral that you wish to cancel,
and select the case reference number.
Once you have clicked on the case reference number, you will be presented with
further information about the case.

To cancel this particular service instance, click on “Cancel Service Instance”

The next screen will ask you to provide a reason for cancelling the service. Select
the most appropriate option from the drop down list and click “OK”. Please note that
by cancelling the service instance, the service and all associated tasks will be
cancelled.
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7. Rearranging an appointment
**Please note that rearranging an appointment may lead to your organisation being
charged. Please liaise with your occupational health contact should you have any
queries**
To rearrange an appointment, navigate to your referral by clicking on “My Referrals
and Assessments” on your home screen. Find the referral that you wish to
rearrange, and select the case reference number.
Once you have clicked on the case reference number, you will be presented with
further information about the case.

To rearrange the appointment on this particular service instance, click on
“Appointments” tab.
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To rearrange the appointment select the “Manage Appointment” option on the right
side of the page.

The confirmation screen will show you the appointment you are rebooking, click
Rearrange Appointment to continue.

From the dropdown list pick the appropriate reason behind the rearrangement and
click OK.
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On the bottom of this page you will see the next available appointment, if this is not
suitable you can click the “Show Another Appointment” to see that next available
slot. Once you are happy with the appointment click the “Book Appointment” button.

The next screen will confirm that change you are about to make. Click “Confirm New
Appointment” to complete
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You will see a pop up informing you that there could be a charge on the appointment
change, this is only for Doctor Appointments if you are giving less than 48 hours’
notice. OHA appointments do not carry a charge for rearranging.
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8. Submitting correspondence to a case
To add a document to a service request, navigate to your referral by clicking on “my
referrals and assessments” on your home screen. Find the service instance you wish
to add correspondence to, and select the case reference number.
**When adding new documents please upload these at least 24 hours prior to any
appointment**
You will be able to see a timeline of the case, and at which stage the case is
currently at:

To add a document to the case, select “Documents”

To upload a document, select the “Upload Documents” button.
On the next screen, click on “Upload”. This will generate a dialogue box. Please
browse your files to find the document you wish to upload to the case. Once you
have found your document, double-click on the selected document.

Your document will now show on HealthHub. The final step is to select the document
type from the list. Once you are happy with your selection, click “Submit”.
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9. Accessing reports & certificates
Once the advice report or certificate is ready for you to view, you will receive a
HealthHub notification via email.
To view the report or certificate, log in to your HealthHub account and navigate to the
referral by selecting “My Referrals and Assessments” on your home page, finding the
referral and selecting the case reference number.
To view the report or certificate, click “Documents”

The advice report or certificate will then be present within the document list. To
view/download the document, click on the document name

This will then start a download of a PDF document to your computer. Once
downloaded, you will be able to view.
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