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3. Click on the ‘Consultation Reports’ 
tab 

2. Once you have located the  
correct colleague, click 'View', this 
will present the colleague's record 

1. Type in the surname of colleague 
and click 'Search' 

How to View a Consultation Report 
Once a consultation has been completed, the clinician will upload the written report onto OHIO. When 
the booking is completed, the report automatically sits under the 'Consultation Report' tab in the 
colleague record. This can only be viewed or printed off by any managers who have been assigned as 
a Referring Manager.  You will need to ensure you change your access from authorised manager to 
referring manager and save at the bottom of the employee’s personal details page. If you do not have 
access to do this please email HR@PKC.gov.uk.   

TIP: You can also view a consultation report, by clicking the link in the email 
notification which will take you directly to the report 

 

Log onto OHIO and go into the ‘Employees Section' on the dashboard. 
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You will then see: 

4. The report can be viewed by  

clicking on the file, if required you 

can print the report 

 


