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Medicine Chest is a PAM 

website containing 9000 

pages of useful help & 

advice on medical 

condition sourced from 

NHS Choices. 

Compass Quarterly  

newsletter containing  

articles & features  

promoting health & 

wellbeing 

Login using your email  

address (all in lower case) &  

password 

1. Accessing OHIO & how to Login 
OHIO is accessed on the web, address www.ohiosystems.co.uk this will take you to the landing page 

below. 

New users should have received their temporary password by email. 

 

 

TIP : When you first log in using a temporary password the system will allow you to 

change your password to one of your own choosing. This password must be a minimum 

of 7 characters and contain at least 1 capital letter and 1 number. 

If you do not have a password or have forgotten it, click on “Forgotten Password”, enter 
your email address and the system will automatically generate a new one and email it to 
you.  Password must be a minimum of 7 characters and contain at least 1 capital letter 
and 1 number.    

http://www.ohiosystems.co.uk/


 

 

Health Surveillance 
Dashboard 

Immediately underneath is the managers ‘dashboard’ which summarises information and 
provides alerts so the Referring Manager can see at a glance what is happening regarding 

referrals and health surveillance needs for their employees.  _______________________ 

Shows what Clinic dates are  

scheduled within 30 days & how  

many appointments are currently  

booked in. 

Click on view to see what 

time slots are available 

Ability to refer for 

appointment 

4 

Home Page 

Once you have successfully set your own password you will be taken to your HOME Page. This 

is the Blue Main Menu bar which provides the first level of navigation through the system and 

holds links to the major sections of the site. 

There is also a series of shortcut buttons for making new referals. 
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Quick Links to Add New 

Referrals 



 

This will take you into the 

Employee Details 

To view any record click on “view” 

on the required employee 

All the employees you 

have access to will be 

listed in alphabetical 

order 

. 

2 How Can I see what Employees I have access to? 

Depending on how your organisation has been set up, referring managers can be given access 
to only the employees they are responsible for, or a variety of employees in various departments 
to cover annual leave etc. 

The quickest way to see what employees you have access to is: Log 

onto OHIO and go into the Client Area, then Employee Section. 

 
 

Back to Top



 

1. Filter by department Or employee 

surname 

2. Once you have located the  

correct employee, click View. This  

will present the employees record. 

3 How to Search for an Employee 

To see which employees you have access to, simply follow the steps below: Log 

onto OHIO and go into the Client Area, then Employee Section. 

The names of all the employees that are situated within the departments you have access to 
will be listed in alphabetical order. 

This can be filtered by either by the department, or name of employee. 

 



If any employee doesn’t appear on this displayed list, it may be because they are located in 
a department you do not have access to. If this is the case, one of the designated 
“superusers” in your Company can reassign the employee to the correct area. 

  

Back to Top



 

 

2. Select 

Employees, 

1. Select 

Client Area 

3. Select 

Add New 

 The employee has been created. 

Press the “Save” button 

Do not tick this box unless 

the employee is to have 

access to OHIO 

Tip : Fields 

marked with * are 

mandatory 

4. How to Create an Employee 

The “Employees” section of OHIO is used to store all the employee records for any client. If you 
need to create a New Employee follow these steps 

You are presented with the “Add New Employee” screen 

Fill out the details of the Employee 

 



 

 

1. Select Client Area, then drop down onto 

Employees 

2. Enter surname & press 

Search 

3. Click View 

 

 

4. Select HS Profile 

tab 

5 How to Create an Employee Health Surveillance Profile  

In order to create an Employee HS Profile follow the steps below:  

You will then be taken to the “Employee Details” screen 

Selecting HS Profile will display existing Health surveillance checks that are set for the 
colleague. 



 

 

 

5. To add New to existing checks 
Press the “Add HS Checks” button 

 

 

6. Select the required 

Health Assessment type by 

ticking the checkboxes 

7. Specify the date of the last 

medical if known 

or set the due date 

Press SAVE 

 

You are presented with the grid of the available HS checks  



 

6.  How to Create a Health Surveillance Referral 

Health Surveillance (HS) assessments are those which involve obtaining information about 
Employees’ health and which helps protect Employees from health risks at work. For 
example: Audiometry (Hearing Tests), Lung Function and Lone Worker assessments. 
These assessments assist you to determine if an Employee is suitable to carry on in the 
job they are employed to do. 

To create a new referral select NEW HS Referral from the Home Page 

 

 

Search for the employee by typing their surname and press Search 

Click the “Select” link in the “Action” column of the required employee You 

are presented with the details of the selected employee 



 

 

Load any supporting  

documents and Add  

comments where necessary 

Press Continue, then  

confirm and the referral  

will be made. 

Specify whether the employee  

has been advised a referral is  

being made. 

Select the Assessment you 

require from the drop down 

 

 

 

 
 

 
 

 

 
 



 
7 How to Create a Management Referral (Online Form) 
 

A Management Referral is made when a Manager wishes to refer a Colleague to PAM due to 
Long Term Sickness Absence (LTSA), Short Term Sickness Absence (STSA), or Review of an 
employee at work but not doing the job they are employed to do because of a health reason, or 
a Review as part of a continuing assessment plan. 

The aim is to provide advice regarding the likely duration of sickness absence; the 
functional effects of any ill health on the Colleague’s work, how their health affects their 
ability to work, and suggested rehabilitation approaches back into the workplace where 
appropriate. 

 

To create a referral select NEW Mgmt Referral from the Home Page 

 

 

Search for the employee by typing their surname and press Search 

Click the “Select” link in the “Action” column of the required employee 

You are presented with the details of the selected employee. Press 

“Continue” if the displayed employee record is correct. 



 

 

Provide details  

about the  

colleague’s &  

absence details 

You have the ability to correct 

colleagues’ records 

Confirm the referring manager 

You must advise colleague a  

referral has been arranged  

and click “yes” 

 

Fill out the online referral form: 

On this page 

 you have the ability to confirm the colleagues details are correct 

 make amendments if necessary 

 confirm who is the manager making the referral 

Step 2.1 About the Employee 

 Indicate the colleague has been advised about the referral 

 Give details of whether the employee is a shift worker, is in work or not or whether any 
adjustments can be made to accommodate them 

 Indicate the First date of Illness & First date of Absence. 

Click “Continue” when all sections are completed. 

Tip : Fields marked with * are mandatory 
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Step 2.2 About the Referral 
At each Step 

there is a Handy Hips 

icon to help you. 

Indicate why you are 

referring them adding any 

additional comments in 

the box below. 

We actively encourage you to  

discuss referrals with our  

clinicians. 

Tell us the best 

phone number to 

contact you on 

Step 2.3 About the Referral 

 

Help us to provide answers to your 

questions regarding the referral 

 



 

The referral is now complete 

 

 



 

 

3 Click on ‘Consultation 
reports’ 

2 Once you have located the  

correct Employee, click View. This  
will present the Employees record 

1 Type in surname of  
Employee and click search 

8 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 Employee record. This can then be view or printed off by the referring 
manager. 

To view a consultation report, you can click the link in the email notification which will take you 
direct to the report, or simply follow the steps below: 

Log onto OHIO and go into the Client Area, then Employees Section. 

 



 

 

4 The report can be viewed by  

clicking on the file. If required you  

can also print the report off 

 

You will then see a list of all consultation reports for this employee: 



 

 

9 How to Create a Physiotherapy Referral 

A Physiotherapy Referral is made when a Manager wishes to refer a Colleague to PAM for 

Physiotherapy.   

To create a referral select New Wellbeing Referral from the Home Page 

 

 

Search for the employee by typing their surname and press Search Click 

the “Select” link in the “Action” column of the required employee 

 
 



 

 

You have the ability to correct 

colleagues’ records 

Select service  

required, Counselling  

or Physiotherapy 

Leave blank 

We actively encourage you to  

discuss referrals with our  

clinicians. 

Click “Continue” when all sections are completed. 

Tell us the best 

phone number to 

contact you on 

 

Fill out the online referral form: 

On this page 

you have the ability to confirm the colleagues details are correct  

make amendments if  necessary 

confirm who is the manager making the referral  

 

Tip : Fields marked with * are mandatory 



 

Provide details  

about the  

colleague’s &  

absence details 

Step 2.2 About the Referral 

At each Step 

there is a Handy Hips 

icon to help you. 

Help us to provide answers 

to your questions regarding 

the referral 

Once all fields have 

been completed 

click on Submit. 

Upload any further 

documents here 

 

 
 

 

Back to Top



 


