
eCONSULT procedure 
 

Receipt of eConsult email 
● Log onto email account set up to receive eConsults 
● Using Outlook drag the eConsult PDF attachment into the eConsult folder on shared 
● Check if it is GP Advice or an Administration Question 
● If the request is administration related forward to the appropriate administration team to action 

accordingly 
● From SystmOne home screen click on ‘Docs’ icon 
● Select the Scan Images tab top left 

 
● Select the eConsult device, this will pull everything through from that folder 

NB: you will have to empty the folder after 
● Once imported click on one of the documents and press right click 
● Process patient document (this will bring up the patients details), check the date is date sent to 

practice, then Next 
● Choose location - Home & Type- eConsult, then Next 
● Select the head icon for sender details (eg patient), then Next 
● Click on the house to import recipient details (eg GP practice), then Next 
● Alert received from telehealth monitoring system (XaX2B) - read code automatically drops in to 

records, then select confirm 
● Click on complete and OK 
● Move email to eConsult folder on enquiries email 
● Make patient an appointment in the eConsult appointment slot & add ’eConsult’ to details 
● Check PDF for: 

email address - the eConsult email should be the latest, so update on SystmOne if different or if none 
recorded please add to SystmOne. 

Any additional information recorded like, BP, smoking status, alcohol  
Do not code any mention of FH if added (as per GP’s) 
 
 
 
 
 
 
 
 



 
 
Example of Appointment Ledger 
 

 
 
 
 
 
 
 
GP action 

● Locate eConsults from the appointment ledger 
● Deal with according to eConsult PDF 
● Messages to patient should be added to the eConsult task template – from task select 



 
● Select eConsult template 

 
● Once saved this will automatically go to the admin eConsult group 

 
 
Example eConsult task that went to patient 



 
 
 
Example of New Journal 



 

 

Wording not clear – as follows  
 
Thanks for your econsult.  
  
The mechanism of injury and nature of pain you describe, along with positional change/alleviation (wedge shoes), 
does suggest ligamentous injury.  
  
The mainstays of treatment are rest (as far as possible) elevation when possible, and ice (put the foot sole down on 
ice for about 15 mins, 2-3 times a day).  
  
Its ok to keep walking but try not to over do it or do anything too strenuous or heavy weight carrying.  
  
If it does not settle the podiatrists can often help with insoles to shift the pattern of weight bearing in the foot to 
facilitate recovery.  
  
 
Replies/task from the GP 

● Open up the eConsult tasks on S1  
● Open patient record 
● Copy the task response from GP  
● Check the spellings & punctuation of the GP message 
● Find original eConsult email for that patient  
● Click on the link that says “Send Patient a message” 
● Select appropriate option – other if it’s a message from the GP to patient 



● Start your message with “thank you for your eConsult” then paste in the GP reply 
● End the message with Dr…….. 
● Select ‘Send message’ 
● Drag email from eConsult folder to eConsult – complete  
● Go to New Journal on SystmOne, open the note icon, go to other details tab 
● Under ‘Contact method’ select eConsultation & ok 
● Paste response to patient into note box  
● Select ‘Make this event clinically relevant’ and OK 

●  click this icon on tool bar to launch eConsult template and select appropriate code and exact 
date 

● Save patient records 
● Update the task to say “replied via eConsult” and complete  


