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SureMed Requests
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A simpler, more secure way to complete medical 
information requests—right from your practice 
management system.

Contact

Konnect NET Customer Service Team

suremed@konnectnet.com or call us on 0800 566 632 (option 1)
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Accessing Suremed Forms

SureMed requests appear in the Mail screen in 
MyPractice, alongside other HealthLink 
messages.

The heading will display ‘SureMed – Insurer – 
Request type’.

A summary of what the insurer has requested 
will be displayed in the message.

Attachments of the SureMed message will 
appear on the right sidebar.

These include Client Authority, SureMed 
paper request, Detailed Instructions, and 
Decline to respond.

They can only open electronically if the patient 
is matched. 
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Patient matching

On the Mail screen, SureMed messages will 
automatically match the practitioner in the 
same manner as lab results, however you will 
need to manually match the patient. 

To match the patient:

Click on the Match link (F10) from the right 
sidebar 

Patient List screen will open with the search 
results for that name.

Highlight the correct name and press enter or 
click on Ok 

To file the request, click on the FILE link from 
the right side bar. Filing the message will 
create a reminder task. 
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Note: You need to ‘File’ the request against the 
patient before you are be able to create the 
SureMed request 

C

C



Public
©Konnect NET

Reassigning Practitioner

SureMed requests are matched to the 
practitioner to whom the request is sent to. For 
any reason, if this practitioner is not available 
to complete the SureMed request, it can be 
re-assigned to another practitioner in the Mail 
Viewer screen. 

Re-assign to another Practitioner 

Select the SureMed message and click on 
Reassign from the Actions 

Select the Practitioner from Practitioner list and 
click on OK
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A AOpening SureMed form from Task: 
Once a SureMed request has been filed, a task 
is visible on the practitioner’s task list, called 
‘New SureMed Form’.

Once the Clinical Notes are opened, the task is 
visible in the Patient’s Task list.  

Right click on the task and select ‘Open Form’. 

Opening SureMed form from Clinical Notes:
Once a SureMed request has been filed, open 
Clinical Notes for the patient. 
Patient’s Clinical Notes will display the 
SureMed request as an ‘Action’ item under the 
Notes tab. 

Open the SureMed Request by clicking on the 
‘+’. Double click on the attachments to view 
them. To open the SureMed form, double click 
on ‘New SureMed Form’. 
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Completing a Suremed 
Request (continued)

Filling in the Insurance form 

Select ‘Open Form’ from the SureMed Form 
task or double click on the ‘New SureMed 
Form’ in the patient’s notes. SureMed form 
prepopulated with patient’s clinical data will 
open as a separate tab. 

Header section: This section displays what 
the request is for including the comments from 
the Insurer and showing the history period of 
patient data requested. 

You can see the patient’s details as sent by the 
Insurer with the form. 

If the current patient’s details do not match the 
patient details you hold, this be highlighted in 
red with an alert symbol next to it. 
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Completing a Suremed 
Request (continued)

Demographics section: This section has 
questions about GP information and 
Relationship both being compulsory questions

Medical History Section: This section 
contains pre-populated patient’s clinical data 
for Current Problems, Accidents, Consultation 
Notes and Measurements (Observations). 

Collapsed, look for medical history sections. 
Click on the underlined text to expand/collapse 
sections. If you do not wish to include an item 
in the report, un-tick the box besides the entry. 
Click on ‘Include’ to tick/untick all items in a list. 
Consultation Notes can be edited within the 
form itself – confirming this will NOT edit notes 
within MyPractice itself.
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NOTE: Compulsory questions will have a red 
astrex and will disappear as the questions are 
answered. If a section contains unanswered 
compulsory questions, heading of that section 
would be displayed in Red (e.g. Demographics 
heading in the first image). 
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Completing a Suremed 
Request (continued)

Continue until you complete all sections:

Family History section

Social History section: If you unsure about 
the patients current status – please select 
‘Unknown’ 

Medications section: Patient’s prescribed and 
regular medications. 

Documents and Reports section: This 
section contains labs/radiology reports and 
attachments such as diagrams, photos or 
images. 

Confirm Section
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Completing a Suremed 
Request (continued)

Other Factors enables you to add 
comments and confirm the duration of the 
data provided. 

Payment details section displays the 
guideline prices, which will be payable on 
completion of this form. This amount is 
determined by the request type. 

Submitted by section displays the 
practitioners' details who is completing the 
form. 

Leave “Standard payment terms” ticked to 
automatically generate an invoice on 
finishing this form. 

All accounting items for Billing and Payment 
for SureMed service (Both Electronic and 
Paper service) are handled by Konnect 
NET. Once a request is completed, the 
invoice is received, and payment is made to 
your Practice by Konnect NET. 
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Preview report before 
submission

Click Preview Report to view the form as the Insurer will 
see it.
- A progress bar will be displayed at the top of the form, 
however, you have the option to continue working on the 
form. 

Once the report generation is complete, a preview of the 
report would open in a PDF format. 
Continue editing the Form until satisfied and proceed to 
the submission process. 

Submitting the Form 
Once all compulsory questions are answered the Finish 
button is enabled. 
Clicking Finish opens the Insurer Comments as a final 
preview of the request / what has been requested.

If you have provided everything that the insurer has 
requested, click OK to continue the submitting process.

Submission of the SureMed forms will start. You may 
continue using MyPractice. 
Cancel button will place you back on the current form. 
A report is generated and saved to the patient notes once 
submission has been completed. Refer to the Completed 
SureMed report section below. 
SureMed Task is automatically completed. 

Completed SureMed Report 
Once Submission has been completed, a report is 
generated and is saved into the Patient notes as 
‘Submitted SureMed Form’. 
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With SureMed forms, you have the ability to 
save a partially completed form. 

The Form gets saved to the Patient’s Clinical 
Notes under Notes tab and will be displayed 
with a text of ‘Parked SureMed Form’. A task 
will be created to remind you of this parked 
form. 
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HANDY TIP: Dynamic forms 
SureMed forms are dynamic forms. This 
means that after a SureMed form has been 
parked if new data is entered on Patient 
notes, this will be picked up when the 

Parked SureMed Form is re-opened. 
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Declining a request
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You can decline a request if the Patient is unknown or 
no medical info is available.

This can be done at the very beginning when a 
request reaches MyPractice from the Mail Viewer 
screen or later from the Patient Clinical Notes if the 
request has already been filed. 

Declining from Mail Viewer 

On the Mail Viewer screen, select the request you 
would like to decline. 

From the right-hand side bar, click on the ‘Decline to 
Respond’ attachment 

This will navigate to Konnect NET’s decline webpage. 

Enter a ‘Decline Reason’ and click on the ‘Decline’ 
button. 

Declining from Patient Notes 
Even when a request has been filed to a Patient, a 
Practitioner can decline to do the request from 
Patients Clinical Notes. 
From the Notes tab, click once on the Action item for 
SureMed request to open the message. 
Click on ‘Decline to respond’ attachment. This will 
navigate to Konnect NET’s decline request page. 
Enter a ‘Decline Reason’ and click on the ‘Decline’ 
button. 
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Error messages and IT 
Providers

We are aware that you may run into Technical 
difficulties at times and ask that you please email 
us the following details, to help us triage your 
issue.

- KNL Reference number e.g NZ123456a

- Screenshot of the error message

- Your IT provider details (Name and Contact 
number)

- Any additional information that we be helpful 
e.g. Have you recently had a server upgrade?

Please email this through to us at – 
support@konnectnet.com 
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Note: Please ensure to notify your IT 
Provide, providing permission for us to make 
contact on your behalf
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Accessing the Submitted 
form

For Auditing purposes or any faulty files, a 
copy of the completed SureMed report will 
show as completed in the patients' clinical 
notes.

Once Submission has been completed, a 
report is generated and is saved into the 
Patient notes as ‘Submitted SureMed Form’.

Double clicking on the ‘Submitted SureMed 
Form’ will open the report that has been sent to 
the Insurer.  

If you need a copy if the report has not come 
through to SUREMED because of size limits. 
You can open it and click the save icon 
and save a PDF copy to your desktop.
Then the report can be uploaded to our secure 
portal or simple transfer:

Portal
https://go.konnect.co.nz
 
Simple transfer:
https://upload.konnect.co.nz
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Konnect NET is part of Clanwilliam, a vast network of 
healthcare enterprises spanning across the United 
Kingdom, Ireland, New Zealand, Australia, and India. 
Together, we’re working to create a safer, more efficient 
and better healthcare for everyone.
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Konnect NET Team
feedback@konnectnet.com
www.konnectnet.com
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