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Start a Case (Management Referral)
Episode
Learn how to start a new Case (Management Referral) episode for a person in
MediWork

1 In MediWork, find the right person in the People View

2 Click on the person's row to open their record
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3 Click "Episodes"

4 Click the "Add new Episode" icon
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5 Click "Case Management"

6 From the dropdown list, select "Referral" as the type of case you are raising
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Depending on your organisation, you may have only one type of case ("Referral"),
or you may have many. This case type changes the questions asked about the
case, but the process remains the same.

7 Click "Next"
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8 On the "Enter Case Details" page, add all the information about who is making the
referral. If you are making the referral, you can leave the referrer details blank -
they will be filled in on your behalf.

9 Click "Job Details"



6

10 Confirm the person's Job Title, details about their role, and employment
information

11 Click "Case Details"
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12 Fill in as much information as you can about why the case is being raised.

You can select multiple items in the "Reason for Referral" box by holding down the
Control (Windows) or Command (Mac) key on your keyboard
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13 Click "Consent"

14 Confirm that you have received appropriate permission and consent to submit
this case on behalf of the individual
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15 Click "Submit Case"

16 The case will then save, and the window will stay open.

At this stage, the case has been made, and you can upload any additional files you
may need to support this case, or make any other changes required before
allowing the Clinical team to process the case.
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17 To attach files (if required) to the case, click the "Files" tab, and use the "Upload
File" button to attach them

18 When you're done reviewing and updating the case details, click "Finished"
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19 The case is now raised, and will open in MediWork. You can return to this case at
any time by visiting the "Episodes" tab in the person's record.


