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1

Executive Summary

1.1

Purpose of this document

This User Guide covers all that is required to enable a user of ConnectingCare.com to search for
Services, to send secure messages/eReferrals and to monitor their sent messages.

1.2

Intended Audience

This User Guide is intended for new users who need to search the Service Directory and to send
secure messages/eReferrals.

1.3

Naming Conventions & Definitions

Term

Definition

HCX

HealthConnex

PKI

Public Key Infrastructure

NHSD

National Health Services Directory

SCTT

Service Coordination Tool Templates (Victoria)

Argus

Secure messaging solution used by General Practitioners, Specialists, Private
Allied Health Practitioners, Hospitals and other providers
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2

ConnectingCare Access

ConnectingCare Version 6 can be accessed via any web browser.
To access ConnectingCare enter www.connectingcare.com into the address bar in your browser.

3

Searching the Service Directory

ConnectingCare.com uses the National Health Services Directory (NHSD) for all its Sites and Services
information.
NOTE: The examples in this section are based on a user having logged in with their user account prior
to searching. It is however possible to search the Service Directory without having logged in.

3.1

Homepage Search

All searching is done via the simple search form on the homepage, as shown below.
Figure 1

3.1.1

Keyword field

You can enter a wide range of search terms in this field. The most common will be:




Organisation or Site names (e.g. Anglicare; Dianella Community Health; George Street
Medical Centre)
Service types (e.g. occupational therapy; home care; acquired brain injury; podiatry)
Practitioner name (for greater accuracy enter both First Name and Last Name. e.g. Belinda
Thompson – searching on practitioner is mostly useful for General Practice and private allied
health)

NOTE: After entering a Service type you should also enter a Locality (see below). Otherwise the
results returned will be Australia-wide.
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3.1.2

Locality field

You can enter a locality name in this field, such as a town or suburb name. The system will match your
entry to a predefined list of localities/postcodes across Australia as you type. You should choose the
Locality/Postcode item, from the drop-down list which appears, as shown below in Figure 2:
Figure 2

NOTE: You cannot enter a State or Territory name into the Locality field

After entering your search terms in one or both of these fields click the Search button (or hit
Enter/Return) to activate the search.

3.2

Search Results

3.2.1

Understanding the Search Results screen

Using the example shown in Figure 2, here are the Search Results in Figure 3:
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Figure 3
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The Search Results returned will list the Sites, and their Services, which match the search query.
When a large number of results are returned this button will appear at the bottom of displayed results:

Click the button to display more results.

3.2.1.1

Elements of each Result

In the example shown in Figure 3 the first result has been notated to explain the different elements:
1. “Robinvale District Health Services” is the first Site returned (and clicking on this link will take
you to the full Site page which provides further information and lists all the Services offered at
that Site).
2. “Podiatry – Podiatry” is the Service at this Site which matches the search query (and clicking
on this link will take you to the Service page where further information is available)
3. The Message and Send Referral buttons indicate that this Service can receive secure
messages/referrals via ConnectingCare.com.
3.2.1.2

Sorting of Results

When searching for a Service covering a particular Locality the first results listed will be those
Services which can receive secure messages/referrals via ConnectingCare.com. These will be in
alphabetical order of Site name. In the above example this first group is made up of two results:
“Robinvale District Health Services” (Podiatry) and “Sunraysia Community Health Services Ltd”
(Podiatry).
Following this first group all other matching Services will be listed, again in alphabetical order of Site
name. In the above example, this second group of results starts with “Alastair Ginman Podiatry”
(Podiatry) and ends with “Nicole Shaw Podiatry” (Podiatry).
NOTE: Services listed in search results which do not display either, or both, the Message or Send
Referral buttons cannot be sent to electronically from ConnectingCare.com.

3.3

Viewing Site and Service Pages

As highlighted in Figure 3 Search Results are made up of Service page links listed under Site page
links. Clicking on these links will display the appropriate page.
NOTE: You can only securely message/eRefer to Services – not Sites.

3.3.1

Service Pages

Clicking on the “Podiatry – Podiatry” Service link for the Robinvale District Health Services Site (the
first search result) displays the Service page as shown here in Figure 4:
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Figure 4

3.3.1.1

Service-related Information

This Service page displays a range of related information, as entered into the NHSD Service record by
the organisation. This can include useful information about eligibility, waiting times, fees (if any),
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catchment areas and a general description of the Service. Contact details listed for the Service may
be different from the general Site contact details.
3.3.1.2

Secure Messaging Buttons on Service page

Reflecting the display of messaging buttons on the Search Results page, a Service which can receive
secure messages/eReferrals will display the messaging buttons in the top right hand corner, as
highlighted above in Figure 4.

3.3.2

Adding/Removing a Service from your “Favourites” list

NOTE: Users are encouraged to take advantage of the Favourites feature at ConnectingCare.com.
This feature allows users to add Services to a list of Favourites, and this list is always displayed on the
homepage after a user logs in.

Managing Favourites is easy. As long as a user is logged in and at a Service page they can click on
the “Add to favourites” button in the upper right hand corner of the screen (as highlighted in Figure 4)
to add that Service to their list of Favourites. The page will refresh and the button will update to
“Remove from favourites”.
Subsequently when at a Service page which is part of your Favourites list click on the “Remove from
favourites” to clear it from your list.
To remove an entry from your Favourites list as displayed on the homepage simply click on the
Service page link (as highlighted below in Figure 5) and then click the “Remove from favourites”
button.
Figure 5

3.3.3

Site Pages

Returning to Figure 3 (the Search Results page) clicking on “Robinvale District Health Services” link
takes you to the Site page as shown here in Figure 6:
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Figure 6
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3.3.3.1

Site and Organisation information

At the top of the Site page are the details of the Organisation (Agency) and the Site. The contact
details relate to the specific Site. Below the Site name, as highlighted in Figure 6, may be a further
description of the Site.
3.3.3.2

Service link listing

The next section, “Services” will list ALL the Services provided at that Site. As noted in Figure 6 this
listing may, or may not, be grouped into sub-headings.
Importantly, as highlighted in Figure 6, any secure message enabled Services have a double asterisk
at the end of the Service name link. Clicking on the link will take you to the specific Service page, from
where you can click on the Message or Send Referral button.

4

Sending Secure eReferrals and Messages

Secure messaging a Service in ConnectingCare.com is divided into two options: “Send Referral” and
“Message”.
It is recommended that if you are making a referral you should always use the “Send Referral”
process. The “Message” process is intended for securely sharing other information such as feedback,
care coordination reports, requests and for sending an “FYI Message”.
NOTE: When sending to an Argus secure messaging recipient (such as a General Practice or private
allied health practice) only the Message button is available.

4.1

Send Referral process

Click on the “Send Referral” button on either the Search Results page or the Service page:

The New Referral page will display as shown here in Figure 7:
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Figure 7
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4.1.1

Consumer Details

As indicated by the asterisk (at the beginning of the field name) four of the five Consumer Details
fields need to be completed to start the referral process.
NOTE: It is strongly recommended that the one optional field, “Your client reference number” should
also be completed whenever possible. This number will be included in the acknowledgement response
you receive back and will greatly assist you to reconcile to whom the acknowledgement response
relates.

4.1.2

Service Forms

This section lists Service referral forms, and indicates which are required and which are optional.
The user can choose to:
a) Complete the forms online by clicking on the “Complete online” button
b) Attach a document if you have already completed the referral elsewhere, and have a saved
document, by clicking on the “Attach a file” button.
4.1.2.1

Complete online option: example of Victorian SCTT Forms

In Figure 7 this Service requires four of the SCTT forms (Service Coordination Tool Templates - a
group of standardised referral/service coordination forms used widely across Victoria). The required
forms are listed on the screen.
NOTE: Listing the required forms on this screen provides guidance to users who need to complete the
forms elsewhere – so when they come to attach the completed referral document they can confirm
that what they are attaching meets requirements.
After clicking on the “Complete online” button the first of the required SCTT forms will be displayed as
shown here in Figure 8:
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Figure 8
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The SCTT forms are an example of a group of forms and the left hand column lists them, divided into
required (at the top) and below them, as headed, Optional Forms.
Clicking on each form name will display that form.
As shown in Figure 9 when a user moves on to another form previously completed mandatory forms
will display a green tick.
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Figure 9
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Click on the “Preview Form” button at the bottom of the screen to display the currently active form as it
will be received.
Once you have completed filling out the forms click on the “Finish and return to referral” button at the
bottom of the screen. A message will be displayed if you have not completed any of the mandatory
forms. You will need to complete them to be able to return to the Referral screen.
4.1.2.1.1

Saving and Sending the Referral

As can be seen in Figure 10 when back at the Referral screen the completed forms are highlighted in
green, with a tick.
Figure 10

Clicking the Print link will open the completed forms document in a pop-up window and display the
Print dialog box to allow the user to choose the correct Printer.
Clicking the Download link will display the browser’s Save dialog, from where the user can choose the
correct location to save the document locally.
They can also return to the forms and continue working on them by clicking the “Edit” link. In addition
they can discard the completed forms by clicking the “Remove” link.
As shown back in Figure 7 prior to sending this referral the User can attach further documentation by
clicking the “Attach a file” button in the “Additional Information” section.
They can also change the (default) Priority from “Non-urgent” to “Urgent”.
To send the referral click the “Send message >” button. The user will be prompted to confirm they
wish to send and on clicking OK they will be taken to the confirmation screen, as shown in Figure 11:
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Figure 11

4.1.2.2

Sending to a different Service

As can be seen in the bottom right hand corner of Figure 11 (above) the Referral Sent screen allows
users to “Edit and send this referral to a different service”.
When this option is clicked the user is returned to their homepage from where they can either search
for the next Service or choose it from their Favourites list displayed on the homepage.
As highlighted in Figure 12 a panel appears near the top of the screen indicating the user is in an
Active Referral for that particular client/patient.
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Figure 12

This Active Referral session is maintained whilst the user searches for another Service. The user
clicks on the “Send Referral” button on either the Search Results page, the Service page or from
within their list of Favourites to start another referral session.
NOTE: The Message button is not displayed when a user is in an Active Referral session as they need
to send a Referral not a message or other documentation.

The New Referral screen is displayed once again, as shown here in Figure 13:
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Figure 13
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As shown this new Service requires two new forms to be completed by displaying the “Complete
online” link to the right. Users need to click on this link to complete the new forms.
Forms there were completed for the previous referral and are not set as required for this new Service
display the “Don’t include” link to the right. The user can still send these forms to the new Service,
when appropriate, by not clicking on this link.
4.1.2.3

Attach a file option

When a user has already electronically completed the required forms elsewhere (e.g. in their own
client/patient management system) and have saved them out as a file they can simply click the “Attach
a file” button to choose their locally saved document.
Once that document has been attached the user can attach further documents in the “Additional
information area of the screen (see Figure 7).
The user then clicks the “Send message >” button to send the referral which they have attached.

4.2

Message process

As previously mentioned the Message process at ConnectingCare.com allows users to enter notes
and/or attach documents to send securely through to recipients
In the following example the user is sending to an Argus secure messaging recipient. Argus users are
most commonly General Practitioners and private Allied Health providers. The process outlined here is
very similar to when the user sends to a ConnectingCare.com recipient.
Click on the “Message” button on either the Search Results page or the Service page:

As shown below in it is a very simple process to Message:
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Figure 14
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4.2.1

Complete the New Message form

Practitioner Details need be chosen, or entered if no drop-down list is visible, as this example is
sending to an Argus recipient. This section is not visible when sending to a ConnectingCare.com
recipient.
Consumer Details need to be entered, and consent details noted.
Message Type must be chosen.
It is always recommended that the Your message section be completed, even when attaching a
document. As noted in Figure 14 when sending to an Argus recipient the Attach a File option may not
be available, as the recipient’s system is not capable of receiving PDF documents securely. In this
instance all information to be conveyed must be entered into the Your message section.
When sending a Message to a ConnectingCare.com recipient the user will always be able to attach a
wide range of common document formats (e.g. Word, Excel, PDF, RTF, JPG etc)
To send the Message click the “Send message >” button.

5

Message Acknowledgement and Logs

5.1

Acknowledgement

When either a Referral or Message is sent to a ConnectingCare.com recipient the receiving staff will
respond by completing a Message Acknowledgement via ConnectingCare.com. This will result in an
email being sent back to the sender’s email address.
The acknowledgement email displays the response (Accept, Reject or Pending), and any notes written
by the receiving staff. The consumer ID that the sender entered is also displayed, to allow for easy
reconciliation.

5.2

Message Logs

In addition to the acknowledgement email received by the sender ConnectingCare.com maintains
Message Logs of all Referrals/Messages sent by a user.
To access the Message Logs first click on the Admin button in the top right of the screen:

Then click the Message Logs icon in the Reports section:

The Message Logs record the date/time when the secure message was sent, which Site and Service it
was sent to, and the status of the Message when updated by the acknowledgement from the receiving
staff. When a message is first sent it has the status of Submitted in the Message Logs, and the row
has a white background. When acknowledged the status and row background changes as follows:
Accepted: Green

Rejected: Red
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6

User Accounts

To be able to send referrals, messages and attached documentation securely users need a user
account associated with a Site which has an active subscription to ConnectingCare.com

6.1

Creating a User Account

Staff working at a Site that has an active subscription to ConnectingCare.com can create their own
user account by first clicking on the “New Users >” button in the middle of the homepage:

On this page click on the Join button in this section:

Enter the postcode of your ConnectingCare.com subscribed work Site and click Submit:

Choose your work Site from the dropdown list.
Complete the user account creation form as shown in Figure 15:
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Figure 15

Once complete (note all fields, other than Fax number are required) click the Submit button.
You will then be notified that your request for a user name has been sent to either a colleague in your
organisation with the rights to approve new users, or to the HealthConnex HelpDesk if no such person
exists within your organisation.
Once approved, you will receive an email confirming your username and password and you will be
able to login to ConnectingCare.com.
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6.2

Editing User Account details

Users who need to edit their account details click on the “Edit your details” icon on the Admin page:

This user edit form appears:

Note that you cannot edit your Login Name.
To change your password enter the new password twice.
Other fields can also be changed or added.
Note that you cannot change the Site to which your login account is associated.
Click Submit to finalise your changes.
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