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How to complete a Management Referral Form
on Cority V2

1 Navigate to the Cority website and login.

Link: https://corazonhealth.my.cority.com/#/login

2 Please click 'New Management Referral Form 001 V13'.

Please ignore the version number (E.g. V13).

https://corazonhealth.my.cority.com/#/login
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3 Please enter the Employee's First Name and Last Name.

4 Please enter the Employee's Date of Birth. This can be manually entered or added
using the calendar by selecting the calendar icon. Date of Birth is mandatory as
we require it as an identifier.
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5 Please enter the Employee's Personal Email Address.

6 Please click on the Employment Structure button. This will display your
organisational tree.
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7 You will need to pick from the bottom of the tree on the 'Department' layer.

Please note, depending on your level of access you may have several divisions to
pick from. Please ensure that you are selecting from the relevant
Division/Site/Department.

8 Please manually enter the Job Title.
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9 Please click 'Search' on the Referred By Group and select who is making the
referral (E.g. HR).

10 Please enter the Purchase Order Number or unique order reference that should
be quoted when invoicing this case if applicable.

If not required, please just put a full stop in the box (This box is a mandatory field).
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11 Information provided at the top of the referral form



7

12 Please enter the Employee's 'working hours and pattern' in the free text box.

Then select if it is the primary role for your employee.

Please detail any 'potential job demands and hazards/risks of the role' in the free
text box.

13 Please select how the assessment should be booked with the employee and enter
their phone number.
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14 Please advise if the employee is currently at work or absent from work.

Then click the 'search' icon to select the main reason for referral.
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15 Please then provide the details for the reason for referral in the free text box
under 'What is the reason for this referral?'.

Please advise if you have put in place actions/support regarding the reason for
referral and if the actions have been effective.

Please specify any additional information you feel is relevant to the referral.
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16 Please select if you would like a triage call with the nurse before the assessment
with the Employee.

If so, please provide the name and phone number of the person who will be
taking the triage call.

17 Please select any questions you would like answering within the report.
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18 If you would like any additional questions, please enter them at this point.

Please note that there is a limit of 2 additional questions.

19 Please click 'I AGREE' to provide consent.
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20 Please upload any attachments that are relevant to the referral (E.g. job
description, sickness absence records etc).

21 Click 'Save' to save the referral.
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22 If you would like to draft the referral and come back to complete it at a later point,
you can locate the saved referral in 'My Tasks'.

When the referral is complete, click 'Submit' to submit the referral. You will receive
a generic email notification to confirm the referral has been received.

The case will then appear on your dashboard once it has been matched into the
system by the Administration Team who will then be in touch.

You will receive email notifications to alert you when you have received a message
or a report has become available.

kinga.robinson@corazonhealth.co.uk
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