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 Referring Hospital Portal Guide 
Logging In 

Welcome Letter 

All referring hospitals received a Welcome Letter when the portal launched. These were sent out via 
email/fax and contained your username, temporary password, and link to the portal. If you need 
this letter resent, please contact your Specialty/Emergency (sDVM) hospital for assistance. 

When you login for the first time, you will be prompted to change the password. These login 
credentials are on a CLINIC basis, not individual, and needs to be shared with entire staD. 

 

 

User Name Help? 

This button will prompt you to enter the email associated with your hospital’s account. In a few 
minutes, you will receive an email containing the username for your hospital (see below). 
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Password Help? 

This button will prompt you to enter your username and ask you who’s requesting the password. It 
will display the email your password reset information will be sent to. The email will confirm that 
you requested a new account password and will provide you with an embedded link to do so.  

 

 

 

 

 

 

 

 

 

Pro Tip: If you are unsure what information is associated with your account, an Attention box will 
pop up (see below) and allow you to email the sDVM for additional support. 
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Refer Patient 

Where to submit an online referral through the portal that will streamline information to the sDVM. 

 

Referral Details (Page 1 of referral form) 

Requests the location (if applicable), specialty type, and general reasoning and expectations for the 
referral.  

The Additional Comments section at the bottom is intended for you to include any consultation 
notes, patient history, or additional information you’d like to pass along to the sDVM. 

Fields marked with a red asterisk are required fields needed to submit. 
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Referring Veterinarian (Page 2 of referral form) 

Requests the specific doctor at your practice who is referring the patient.  

Some of the fields may be auto-filled in for you by pulling directly from your Profile and Settings 
tab. 

 

Client (Page 3 of referral form) 

Requests address and contact information for the client that is being referred.  

Patient (Page 4 of referral form) 

Requests patient details such as breed, species, weight, DOB, and more. 

Patient Files 

At the bottom of the Patient page, you can notate whether you plan to provide Medical Records, 
Lab Results, or Diagnostic Images for this patient and the method (i.e. attached to referral, 
emailed, etc.) in which you plan to send the information to the sDVM.
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To attach documents to the referral form (preferred), click Add File. The portal will then pull up all 
files available on your desktop. You can select multiple documents at once to upload.  

Once selected, you then have the option to provide a Description for each document before 
clicking Upload. You can View or Delete the file after it has been uploaded.  

 

Review & Complete (Page 5 of referral form) 

Ensure information is filled out completely and accurately before clicking Submit. Click Finish 
Later to save the referral and complete it later from the Patient Referrals tab. 

 
Once referral has been submitted, a Completion Message will display on your screen.  

Pro Tip: The completion message may include important intake instructions, or additional 
information regarding the referral process, so please review every time. 
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Patient Referrals 
Where to access saved or submitted referrals to edit, view, or update them accordingly. This tab 
acts as a “virtual filing cabinet” for referrals submitted or saved through the portal.  

 

Please Note: this tab will not display referrals made outside of the portal).  

Referrals are automatically sorted by relevance with the most recent referrals at the top.  

 

Icons 

Paper icon will allow you to View referral.  

Pencil icon will allow you to Edit saved unfinished referrals or 
Update previously submitted referrals with new information. 

If you want to edit/update the referral, you will be brought back to the referral submission after 
clicking the pencil icon.  

To delete a referral, click the Trashcan icon. 
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Data Management 

To filter the data, click the filter icon on the category of interest. A dialog box will appear providing 
options on how you can filter the data (shown below). 

Click the filter icon again and click Clear if you’d like to remove the filter. 

 

To sort the referrals by ascending or descending order, click directly to the right of the category of 
interest. A small white arrow will appear pointing upwards for ascending order. Click the arrow 
again to point down for descending order. To remove the sort, click the arrow for a third time. 
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Patient Chart 
Includes treatment information regarding your referred patients and final deliverables (i.e. Clinical 
Summaries, SOAPs, Discharge Instructions, attachments, etc.) Information displayed here will 
refresh 24/7 and be available once the sDVM finalizes it. The Patient Chart retains 6 months of 
history for viewing. If you need an older record, please contact the sDVM for assistance. 

 Search for the patient of interest through the following methods: 

• Patient First Name  
• Client Last Name 
• Last Updated (time frame)  

 

 
 

Click Show on the right-hand side to display the patient chart below.  
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The patient chart can provide the following medical information (please note, the availability of this 
information depends on what the sDVM chooses to share up to the portal): 

• Client Information 
• Patient Information 
• Check-In/Out 
• Appointments 
• Medical Notes 
• Diagnosis 

• Problems 
• Prescriptions 
• Procedures 
• Diagnostic Results 
• Imaging
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Downloading Records 

The Patient Chart icon on the top right-hand side of the Client Information box will screenshot the 
entire Patient Chart. This will open in a separate tab in PDF format available for download.  

 

Pro Tip: It will not automatically download records/attachments in the Medical Notes section. 

Click Open next to the document of interest in Medical Notes section. A PDF version will be 
opened in a diDerent tab where you can then download and attach to your own records.  

 

Pro Tip: Since attachments are downloaded individually, best practice is to download records to 
your own files after each patient visit. 

Notifications in Patient Chart 

The portal sends out four types of notifications to keep you informed throughout patient treatment 
including: Check In, Check Out, Update, and Deceased. By accessing the Patient Chart, you can 
see what notification types have been sent for each patient.  

These will always display at the bottom of the Patient Chart in a box labeled Notifications. You can 
then view or resend notifications your staD may have missed. If you do NOT see a Notifications 
box, it means no notifications have been sent for this patient. 

 
Pro Tip: Always check the portal first for available patient information before reaching out to the 
sDVM for an update. Most medical information flows to the portal as soon as it’s ready (i.e. 
prescriptions, lab results, diagnosis, etc.), and is often available before the final deliverable (i.e. 
Clinical Summary, SOAP, etc.) is sent. 
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Profile and Settings 
Where you can view, update, or edit your hospital’s contact information and notification 
preferences for the portal. 

 

Notification Settings 

You are eligible to receive automatic portal notifications via email, fax, or both. The four types are 
listed below: 

• Check In (when the patient arrives at the sDVM) 
• Update (all medical records or attachments are attached to this notification type) 
• Check Out (when the patient is discharged from the sDVM) 
• Deceased (when the patient passes away at the sDVM) 

 
You will see toggles for each notification type next to the fax and/or email. Toggle to On if you want 
to receive the notification or OO if you want to opt out.  

**Update notification MUST remain On to receive finalized records.** 

You can add additional emails to your account to be notified. Click Update once you’re done 
making any changes. 

 

 

 

 

 

 

 

 

 

 


