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1. Introduction 
In order to obtain required patient data from practices, insurance companies can send requests to 
the relevant practice via Konnect NET’s SureMed solution. The purpose of this user guide is to 
explain how users within a practice can receive, process and respond to such requests. 

The most generic type of request is called a Personal Medical Attendance Report, which pertains to 
information within the patient’s record such as their medications, diagnosis history, family history, 
etc. However, there are several additional items that can be included as part of a request, such as 
questionnaires and medical examinations, and each of these will be explained in the guide. 
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2. Requests for Personal Medical Attendant Reports 

2.1 Opening a SureMed Request 

SureMed requests are stored in the SureMed folder in the inbox of the recipient (often the patient’s 
provider). To find and open a SureMed file: 

1. Go to the indici home screen 
2. Under Provider Functions expand the Other Documents section of the inbox and click 

SureMed: 

 
3. You can search for a particular user’s SureMed requests by selecting that user from the 

Provider drop down in the search facility: 

  
a. You can also use any of the other filters available to help you locate the file you 

require  
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4. Once you have filled in any of the filter fields, click Search and all relevant results will be 
returned below: 

 
5. To open a SureMed request, simply click on the Subject: 

 

2.2 Linking a Request to the Relevant Patient 

If the first name, surname and date of birth contained in the request all match a patient on the 
system, the system will automatically link the request to that patient. However, if any of the details 
do not match (e.g. the name is spelt wrong, or the date of birth is different) you can manually search 
for the appropriate patient and link them to the request. To do so: 

1. Open the SureMed request 
2. On the first screen you will see the patient’s name (as recorded in the request) under 

External Details 
3. Under Internal Details, you will find a search field where you can locate and link the 

appropriate patient on indici: 
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4. Simply type their name (or part of their name) into the field and click the search icon 
5. A window will open, where you can select the appropriate patient: 

 
6. Once the correct patient is linked, scroll down and you will see four options: 

 Client Authority- click View to view the attached Client Authority 
 SureMed Paper Request- click View to open a PDF of the form which you can then 

download, print and complete manually if you don’t wish to carry out the process 
electronically 

 Decline to Respond- click Decline if you wish to decline the request 
 Open Electronic Form- click Open to open the electronic form and begin the process 

 

2.3 Filling out the Request Electronically 

Once you open the electronic form, you will see a range of tabs appear at the top of the window: 

 

Each of these sections contains relevant patient information as stored in the patient’s record on 
indici.  
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Prior to completing the process, you will need to carry out certain actions within some of these tabs. 
To see exactly which tabs require your input, click Validate, and the tabs in question will be 
highlighted in red: 

 

2.3.1 Patient 
On the Patient screen you will see all of the patient’s demographic details. If there is any discrepancy 
between the information provided in the original request and the patient you linked the request to, 
this will be highlighted in yellow. 

Scroll down to the bottom of the screen where you will see the following two sections: 

 GP Information 
 Relationship 

GP Information: 

1. Mark whether or not you are the patient’s main practitioner 
a. If you mark No you can then record a comment if you believe the patient’s main 

practice to be other than this one: 

 



8 
 

 
b. If you mark Yes, you can state the year in which the recording of the patient’s data 

began: 

 

Relationship 

1. Mark whether you know the patient in a capacity other than as their medical attendant 
a. If you mark Yes you must record how long you have known them in that capacity: 

 

When you’re happy, click Next to proceed to the next tab. 

2.3.2 Medical History 
The Medical History screen displays all of the patient’s diagnoses, consultation notes, accidents 
screenings, vital observations, etc: 

 

By default, all of these records will be marked for inclusion in the report. However, if you wish to 
omit certain records from the report, simply unmark them: 
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You can also edit the notes for each record by clicking the Edit icon, carrying out your edits in the 
Notes field, and clicking Update: 

 

Once you’re happy, click Next to proceed to the next stage. 

2.3.3 Family History 
The Family History screen displays any records pertaining to the patient’s family history. As with the 
previous section, you can omit any of the records or edit any of the associated notes. You can also 
record general comments in the General History Comments field provided: 

 

Once you’re happy, click Next to proceed to the next stage. 

2.3.4 Social History 
The Social History screen contains a set of questions which you will need to complete as follows: 

1. Mark whether the patient is a past/present smoker. If you mark Yes you will then need to 
specify whether they are currently smoking. You can also add comments in the field 
provided: 

 
2. Mark whether there is any indication of past/present abuse of alcohol. If you mark Yes a new 

field will appear where you must enter comments: 

 
3. Mark whether there is any indication of past/present abuse of drugs. If you mark Yes a new 

field will appear where you must enter comments: 
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Once you’re happy, click Next to proceed to the next stage. 

2.3.5 Medication 
The Medication screen displays all of the patient’s recently prescribed and long-term medications. 
You can omit any of the records from the report by unmarking the checkbox next to them, or you 
can edit any of the notes by clicking the Edit icon, carrying out your edits, and clicking Update: 

 

Once you’re happy, click Next to proceed to the next stage. 

2.3.6 Attachments 
The Attachments screen displays all of the lab/radiology results stored in the patient’s record. You 
can view any of these by clicking the respective View icon, as highlighted in the screenshot below: 

 

If you wish to leave any of the results out of the report, simply unmark the checkbox next to the 
result in question. 

Once you are happy, click Next to proceed to the next stage. 

2.3.7 Confirm 
The Confirm screen is the final stage of the process. 

1. Mark whether there are any other comments you wish to add to the report. If you mark Yes, 
a new field will open where you can enter those comments: 

 
2. Mark whether the electronic record covers the last five years. If you mark No a new field will 

open for you to write the number of years the electronic report does cover: 
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3. Under Payment Details you will see the amount your practice will receive, in addition to the 
terms of payment. The default payment option is automated payment by Konnect, in which 
case you won’t need to send an invoice. However, if you wish to manually invoice Konnect, 
unmark the checkbox shown in the screenshot below: 

 
4. If you wish to preview the file that will be sent to Konnect, click Preview: 

 
5. Once you’re ready to submit the report, click Submit 
6. After the report has been submitted, you will be able to view the Client Authority, the 

SureMed paper request, and the completed online form, but you will not be able to make 
any edits: 

 
7. If you return to the SureMed inbox folder, you will see that the status Request Completed is 

now recorded in the Comments section next to the record in question: 
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3. Questionnaires 
Requests from Konnect can also contain questionnaires in addition to PMARs, for instance a diabetes 
questionnaire. In this case, the process for actioning the request contains some variations to the 
process outlined in the previous chapter. 

You can locate and open the request in the usual manner: please refer to Opening a SureMed 
Request for more information. 

If the first name, surname and date of birth contained in the request all match a patient on the 
system, the system will automatically link the request to that patient. However, if any of the details 
do not match (e.g. the name is spelt wrong, or the date of birth is different) you can manually search 
for the appropriate patient and link them to the request. For more information please refer to 
Linking a Request to the Relevant Patient. 

Once the correct patient is linked, scroll down and you will see four options: 

 Client Authority- click View to view the attached Client Authority 
 SureMed Paper Request- click View to open a PDF of the form which you can then 

download, print and complete manually if you don’t wish to carry out the process 
electronically 

 Decline to Respond- click Decline if you wish to decline the request 
 Open Electronic Form- click Open to open the electronic form and begin the process 

 

3.1 Download Forms 

Once you have opened the electronic form, you will notice that there is a new tab called Download 
Forms. Questionnaires must be downloaded from here, filled out in physical copy, and uploaded 
again: 

 

Please Note   Download Forms is the only new tab. The other tabs are the same as described in 
the previous section and contain the same requirements that need to be actioned. Please see 
Filling out the Request Electronically for more details. 

To manage the questionnaires:  

1. Click the Download Forms tab  
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2. Click Download to download all associated questionnaires (in this example there are two 
questionnaires: diabetes and blood pressure): 

 
3. A PDF will then open, which you can download or print directly, using the respective options: 

 
4. Once you have filled out the forms, you can scan them to your local machine and upload 

them to the report 
5. Click Upload 
6. In the window that opens click Choose File: 

 
7. Locate the file on your local machine and double-click it  
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8. Then click Upload: 

 
9. After uploading the questionnaires, you can view them at any time by clicking View: 

 
10. The rest of the process is identical to that described in the previous section. However, when 

you come to the Confirm screen, you will notice that additional payments will be outlined for 
each questionnaire: 

 
11. When you submit the report, two PDFs will be submitted: the main report and the uploaded 

questionnaires. You will then be able to view the uploaded questionnaires separately: 
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4. Medical Examinations 
Requests from Konnect can also contain Medical Examinations. If this is the case, then two requests 
will come into the SureMed folder in your inbox (one for PMAR, one for Medical Examination), 
though the reference numbers will be identical: 

 

If the first name, surname and date of birth contained in the requests all match a patient on the 
system, the system will automatically link the requests to that patient. However, if any of the details 
do not match (e.g. the name is spelt wrong, or the date of birth is different) you can manually search 
for the appropriate patient and link them to the request. 

Once you have linked a patient to one of the requests, the system will automatically link the patient 
to the other request as well. 

You can action the PMAR request in the exact same way as described previously: please refer to the 
Requests for Personal Medical Attendance Reports section of this guide for more information. 

4.1 Opening the Medical Examination 

1. Open the request for a Medical Examination by clicking on the Subject: 

 
2. If the correct patient has not already been linked, you can do it from here, using the Patient 

field 
3. In addition to the usual options, there is an option to view the purchase order for the 

medical examination: 

 
4. Click Open Electronic Form to begin the process 
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4.2 Recording the Results of the Medical Examination 

4.2.1 Patient 
On the Patient screen: 

1. Mark whether or not you are the patient’s main practitioner 
a. If you mark No you can then record a comment if you believe the patient’s main 

practice to be other than this one: 
b. If you mark Yes, you can state the year in which the recording of the patient’s data 

began: 
2. Mark whether you know the patient in a capacity other than as their medical attendant 

a. If you mark Yes you must record how long you have known them in that other 
capacity: 

 

When you’re happy, click Next to proceed to the next tab. 

4.2.2 Exam 
The Exam screen is where you will record the results of the medical exam. In the top section of the 
screen, you can see any instructions contained in the request. 

Then below, you can record the measurements captured during the exam: 

 

If there is any important information to be added to the exam results, mark the Yes checkbox as 
shown below and record the information in the Comments field: 

 

Once you are happy, click Next to go to the Confirm screen. 

After marking whether you wish to add any more notes, you can submit the exam file by clicking 
Submit at the bottom of the screen.
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5. Declining a Request 
To decline a request: 

1. Find the request in the SureMed folder in your inbox and open it by clicking on the Subject 
2. Scroll down and click Decline: 

 
3. A Konnect interface will open where you can record the reason for declining the request: 

 
4. Once you have recorded the reason, click Decline 
5. The status of the request will then change to Pending Decline until Konnect processes it 

completely.  


