Provincial Digital Health and Information Services
Partnering with the BC health sector, providers and citizens

Directory listing description template
for Receiving sites

This guide explains how to format a directory listing description to meet program requirements for sites that

Receive or Send & Receive referrals.

The description is a key part of the eReferrals system. It provides essential site details in a clear and consistent

way to support clinical decision-making.

The information appears on the public Healthmap and supports the eReferral process. Formatting codes are

used to ensure clarity, consistency, and proper function.

Note: Only a Site Admin can make these changes.

Step 1: Review the required information

The following fields are required for Receiving or Sending & Receiving sites.

e Note: Unless otherwise stated, list each item in point form on separate lines.

Mandatory fields are highlighted in green.

Required information:

Information details:

Examples:

Provider name and area(s) of
specialty (REQUIRED)

List all providers at your site and
their area(s) of specialty.

Display each provider name and
area(s) of specialty in point form on
a separate line.

Point form only:

Dr. Steve Smith, Cardiology
Dr. Jack Johnson, Family
Medicine, Dermatology

Patient population served
(REQUIRED)

Specify the patient population
served by your site.

The details can be displayed in
point or sentence form.

Point form:
Adults 18+
Children under 16
Cancer patients

Sentence form:

Residents of Vancouver and the
Lower Mainland, including
Coquitlam, Port Coquitlam and
Port Moody.

&
BrrTis “5 | Provincial Health
N l H .
Ministry of *5\‘\ \ Services Authority

Health




Provincial Digital Health and Information Services
Partnering with the BC health sector, providers and citizens

Exclusions (REQUIRED)

List any exclusions such as age,
geography, etc.

Point form only:
No walk-ins/referral only
No pediatric patients

Urgency & Triage (Optional if
applicable)

This section can be kept blank if
there is no specific urgency or
triage considerations.

List any special considerations for
how your site manages urgent
referrals or triage.

Point form only:

Emergent referrals are not
accepted.

If a person is displaying
symptoms requiring immediate
intervention, he/she must present
to the nearest emergency room.
Urgent referrals require the
patient to be seen within 1 week.

Special Notes (Optional if
applicable or desired)

This section can be kept blank if
there are no special notes.

This section is used if you want to
include your clinic hours, or
information such as upcoming
changes, limited availability, etc.

Include details such as the
appointment format or access
options.

Point form only:

Clinic hours: Monday to Friday:
8AM - 4PM

Not accepting new patients.
We do not offer walk-in
appointments.

Serving the community for over
40 years.

Located at Gordon Professional
Centre.

Step 2: Complete description template

Copy and paste the highlighted Description Template content into a document on your computer.

2. Update the template with your site details.
3. For text highlighted in yellow: Do not edit, delete or change this text. These are formatting codes

that ensure your description is in the right format and meets program requirements.
4. For text highlighted in blue: Replace this text with your site’s information. If you don’t have any

details to add, delete the placeholder examples but keep the heading.
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Description Template:

<b>Provider(s):</b>

<b>Patient Population Served:</b>

<b><font color="#DC3220">Exclusions:</font></b>

<b>Special Notes:</b>

Step 3: Copy and paste the template content to the description field of
your directory listing

1) Ensure that you remove the p/aceholder example information from the template above before
copying and pasting it into your directory listing’s description. Your description should only
include information that applies to your site.

2) Copy all the content in the Description Template box above.

a) Highlight all the content with your cursor.
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b) Right-click and select Copy.

a6 Cut cirl+x
.[ O copy Ctrisc
‘E Paste Ctrl+v
[A Paste Text Only Cirl+shift=V

[& Paste With Merge Formatting  Alt+V

%5 Insert >

3) Login to your Ocean site.
a) Go to: Menu > Admin > Directory Listings
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Locations

4) Select your directory listing from the list by clicking on the Edit button next to the listing.

T — Virmy] Edit
_&1 ffuplebee Medical Clinic [PHSA TEST SITE] ,2‘ ||

eral Medicine

5) Click the Listing Information tab and scroll down to the Service Details section.

Listing Information Heal
WICUCTILITE | ITe UENUOU 51280 AU VG
“linician Information
® Group Individual
Service Detai
Description

<b><font color="#005AB5">5ervices Offered:</font></b>

Languages spoken”

Add |languages

6) Paste the content you copied above into the Description field.
a) Click the Description field. Right-click and select Paste.
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Win+Period

Ctri+Z
Languages spok
Redo Ctrl+Shift+Z
Add |anguage!
Default appoint  Cut Ctrl+X
In Person Copy Ctrl+C
Appointment | — Libis
b) Addd sppoint Pacte as plain text Ctri+Shift+V

7) Save changes.
a) Click Save in the lower-left corner of the screen.

[==][ ]

8) View listing.

a) Click View in the lower-right corner of the screen to see how the directory listing will appear
in the Healthmap.

[vr [0 ram [ e

9) If edits are required, make changes to the description template section above.

a) Delete the content from the Description field.

b) Follow the steps above to copy and paste the content from the description template section
to the Description field in the Directory Listing section of the Ocean site.

¢) Save changes in the Ocean site.

Step 4: Save your description document for future use

We recommend saving a copy of the description document and updating it whenever your site information
changes (e.g., if a new provider or service is added). Doing so will make updates easier while preserving the
required formatting requirements.
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Questions?

If you have questions or require assistance with creating your Directory Listing, please contact the Digital

Referrals and Orders team: dro.program@phsa.ca.
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