
How to Submit a  
Management Referral 
on Meddbase



How to Submit a management referral on Meddbase:

Once logged in, you will be greeted by your referral portal which will show your reports 
and notifications. 

To sign in to your case management system for Fusion please use this link:  
https://eu-portal.meddbase.com/foh/oh

Your first screen will ask you to sign in. If you do not have a portal account set up,  
please contact enquiries@fusionoh.com

mailto:enquiries%40fusionoh.com?subject=


To create a new referral you will first need to create an employee on the system.  

You can first check if the employee is already on the system by looking at the  

‘employee overview’ section on the left hand side and searching for the employee.

To search for an employee please only use their first name or surname or email.  

If you search for them using their full name no results will be shown.

Click ‘search’ and see your results.. 

The menu bar on the left hand side will help you navigate the system and guide you to 

where you need to be. You can manage your employees and reports, create new  

referrals, check on the progress of your open referrals and  create new employee profiles.



If you are unable to locate the employee please select ‘create new employee’ and 

complete the fields in full. Any fields marked with a red Asterix are mandatory.  

Please note any email communication from Fusion to the employee will go to the email 

provided in the ‘personal email address’ field.

Once saved you will be able to view your employee’s record.  

If needed you can ’edit details’ at the top. 



Now you have created/ selected your employee you can raise a management referral  
for the employee.  

To do this please select ‘create a new case’ on the left hand toolbar.
Then select the new employee that you created 

Please check the information and press ‘Continue‘

Before making a referral please check the mobile number and email address is correct before 

proceeding. If the information isn’t there we will be unable to continue with the referral.



On the next screen select ‘A Management Referral to Fusion’

Than select a case title  ‘Management Referral’



Once selected please proceed to complete the information required in the form.
In order to allow us to complete a comprehensive report for the employee ensure  

that all mandatory fields with red asterix are completed  fully.
It is important to remember that you must inform the employee you are referring  

them prior to completing the form. 

Important 
After 10 minutes the referral form will ‘time-out’ to avoid losing your information on the form please 
take regular ‘save breaks’. At the bottom of the page is a save for later button. By pressing this it will 

save your form and refresh the referral form for another 10 minutes.



You will then have the option to upload more details and supporting documents. 
After you have attached the relevant documents you can then submit the referral by 

clicking the ‘Send referral’ button. 

Once you have completed the referral form in full click ‘Finish’. 



WHAT HAPPENS NEXT? 

Once you have submitted your referral this will be sent to Triage at Fusion 
Occupational Health. They will review the referral and schedule an appointment 
for the employee. The employee will then receive a text message and/ or an email 
with their appointment time and date. They can then accept the appointment or 

reply with availability. 

After the appointment has taken place and the report has been accepted by the 
employee you will get an email notification that the report is ready to view. This 

can be viewed on your meddbase portal under the employees name.
 

Please share the Employees Guide to Management Referrals With Fusion

https://www.fusionoh.com/wp-content/uploads/2024/08/Employees-Guide-to-Management-Referrals-With-Fusion-4.pdf


How to Track Management Referral on Meddbase:

You can track all of your employee referrals by selecting the ‘all referrals’ option on the 
left hand menu bar. This will then show you the full list of the referrals you have made and 

what stage in the process they are. 

If you select the employee you need, you will see full patient records/ messages/ 
information so you can track the progress/ history of the referral. The status will show you 

what stage that employee is at in the process.

Status definitions can be found at the end of the document



Please note any reports/ relevant documents can also be found here.
If the report status is showing as “The report is currently under patient review” we 

recommend that you follow up with your employee to ensure there are no delays with 

releasing the report. Employees can use the guide Employees Guide to Management 

Referrals With Fusion to support with providing their consent.

Reports

The ‘Referral Messaging’ function is for Fusion to keep you updated with any notes relating 
to the case that fall outside of the general status updates. This function is READ ONLY. 

Please do not reply or use the blue ‘add a new message’ button. Should you have any 
questions about the case these can be directed through to enquiries@fusionoh.com where 

a member of the customer care team will support you.

Fusion Initial Telephone Consultation OHA 

https://www.fusionoh.com/wp-content/uploads/2024/08/Employees-Guide-to-Management-Referrals-With-Fusion-4.pdf
https://www.fusionoh.com/wp-content/uploads/2024/08/Employees-Guide-to-Management-Referrals-With-Fusion-4.pdf
http://enquiries@fusionoh.com


What does each status mean?

•	 Referral made - Patient referral has been sent to the OH team.

•	 No booking made - Referral has been rejected.

•	 Appointment booked - Referral has been accepted and an appointment has been booked.

•	 Employee attended - The employee has been marked as arrived in by the OH team in Meddbase.

•	 The report is currently under patient review and will be auto-released - The report has been sent 

to the patient for review - once we have received consent from the patient to release the report 

we will upload this on Meddbase for you to view.
1.	 If patient isn’t required to authorise - report is released directly to the manager, status will be 

Referral closed.

2.	 If the patient has authorised the report - Referral closed - The referral is now complete, and 

the report can be viewed within this referral area.

3.	 If the patient does not authorise the report (and the referral is marked as “completed” in 

Meddbase) a new status is generated as is shown to the referral manager as Employee refused 

report release.



Get in touch with us.

www.fusionoh.com          0333 241 3082          enquiries@fusionoh.com


