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Welcome to your Psychosocial Provider on-line portal guide.

This document has been created to assist you in navigating your online portal for the effective management of cases that are referred to 
you. In order to access and make use of the online programme, you will need to be connected to the internet.

Should you encounter any difficulties when managing your cases online, we recommend that you always take a screenshot and send 
through a description of the problem to ewp@universal.co.za or contact your Universal EWP consultant directly.

Note:
The following points are of importance and are applicable to all aspects of this document:

• A stable internet connection is required in order to complete a successful upload of information via the portal.
• All compulsory fields are denoted by an asterisk (*) and these must be completed each time case notes or information are submitted.
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1. Your Online Psychosocial Portal
To access the cases that are referred to you, please follow the steps below:

a) Go to Universal’s website http://www.universal.co.za/Healthcare/Default.aspx
b) Click on the Networks tab (3rd tab from the right)
c) Click the Psychosocial Portal option
d) You will then be prompted to log into the portal, or register if you are not yet registered.
e) In order to register, click on “Register”. Enter your practice number (this will be your username) and create a password, then click 

“Register”. If you are already registered, enter your username (practice number) and your password, then click “Submit”.
f) As indicated on the screenshot below, you can also use this section to request help or if you have forgotten your password.

g) If you click on “Forgot Password”, the following screen will appear:

 Type your username into the “Supplier Number” section and then enter and confirm your new password.
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2. Your Portal Management Screen
Once you have logged in successfully, you will be taken to the Universal portal management screen.

Your portal management screen has 7 tabs:
1) Referrals – This is where your case initially reflects and where you accept or decline the referral
2) Book Session Dates – Once you have accepted the case, your case moves to this tab, where you are required to set a date and time 

for the initial session
3) Initial Appointment Dates – After your intake session, you are required to complete the case notes section and set the time and date 

of your next appointment or, alternatively, close the case
4) CISD – Only to be used if a Critical Incident Stress Debriefing (CISD) session has been referred to you
5) Follow Up Appointment Dates – Use this tab to manage all of your additional sessions. You must update this section after each 

session (excluding the initial intake session) and set the next session date and time, as well as close the case once all sessions have 
been completed

6) Extra Sessions Feedback – If you have applied for additional sessions, the feedback from your Universal EWP consultant will appear 
under this tab

7) Closed Cases – Provides you with a view of your closed cases and allows you to view the session notes that you have captured
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2.1 Tab 1: Referrals

When a case is referred to you, it will automatically be loaded in your “Referrals” tab for you to view and access. You will also receive an 
email and SMS notification of this referral. Please notify your Universal EWP consultant if you do not receive such notifications. Your list 
of referred cases is shown in a table. The first column is your “Pre Auth”, which stands for pre-authorisation or case number. This should 
always be used as your reference when communicating with your Universal EWP consultant.

Instructions:
• Your next action on the “Referrals” screen will be to accept or decline the referral. To accept/decline the case that has been referred 

to you, you will need to go to the last column labelled “Actions”, and click on “View” (see screenshot above).
• A screen will then appear with a drop-down menu, where you must click on “Accept/Decline”. Once you have done so, click on 

“Submit and Go Back”.

• Should you click “Accept”, you will automatically be taken to the next tab on your management portal.
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2.2 Tab 2: Book Session Dates
The next tab is the “Book Session Dates” screen, which allows you to schedule the date and time of your accepted referral.

Instructions:
• When you click on this tab, you will see that your case is awaiting your action.
• In the last column of the table called “Status” there is a link labelled “Book Session Date”. Click on these words and you will be 

provided with options to select your session type, and the date and time of your session.

• Select “Initial Assessment” in the “Select Assessment” section for a first session.
• Then, click in the block for “Session Date” and you will be provided with a calendar view in which you need to select the relevant day.

• The session time is allocated by clicking the drop down menu and selecting your session time.
• Once you have selected date and time, click “Book Date” (see screenshot above).
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2.3 Tab 3: Initial Appointment Dates
This tab will show you an overview of the case that you have accepted, including the date and time that you have scheduled for your 
client’s session (under the column labelled “Scheduled”). The information to be captured in this section of your portal is related to 
your initial intake session with the client. The information that you capture on this screen will only save into the database if you are 
connected to the internet at the time that you click “Save” (bottom right of the screen). If you are not connected to the internet when 
clicking save, you will lose the session information and it will need to be re-captured.

Instructions:
• Under the column “Status”, click on the word ”Open”.

NB: Ensure you have continuous internet connectivity when capturing in this section.
• A new screen will open for you to capture your session notes under the following five tabs: 
 1) Case Details (this is where you will start)
 2) Session Presentation
 3) Substance Use/Misuse
 4) Impact on Work and Risk Assessment
 5) Initial Treatment Plan

• Each of these five sections has its own set of instructions at the start of the section to assist you in completing that particular section. 
Follow the instructions to ensure that all of your information is captured correctly.
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• On the “Case Details” section, before starting with your case notes you will need to complete the dropdown for “Select Attendance 
Type” – your options are “Attended”; “No Show”; “Late Cancellation” and “Re-scheduled”. This section also shows you the number 
of allocated, completed and available sessions.

• Under the section “Initial treatment plan”, there is a question labelled “Short Term Work”. You must select “Yes” if you wish to 
continue with your client. If you select “No”, your case will close and you will no longer have access to it.

• In this section, you will also select the date and time for the next session.

• Once you are satisfied with your notes captured and you have selected “Short Term Work” (yes) and scheduled your next date and 
time of the session, and you are connected to the internet, click on the “Capture and Continue” button on the bottom right of the 
screen.

• Should you wish to close the case at this point, click in the “Close Case” box.
• Please refer to pages 11 and 12 of this document for further steps once “Close Case” has been selected.
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2.4 Tab 4: CISD
When a CISD is referred to you, you will log in via the portal and click on “View” under the Referrals tab, as described above. Having 
clicked on “View”, you will scroll down to the bottom of the screen and click on “Accept/Decline”, and then “Submit and Go Back” (the 
same steps as described above on page 5). Go now to the “Book Session Dates” tab and click on “Book Session Date”. As discussed above 
on page 6, capture the correct date and time for the CISD and complete the appropriate assessment type option. The click on “Book 
Date”. The case will now appear under Tab 4 – the CISD tab.

Instructions:
• Having conducted the CISD, click on the “Open” option under the Status column.

• You will now be able to capture details for when the CISD took place, as well as how many people attended. You will also upload the 
attendance register by clicking “Browse” and uploading:

• Now enter incident details in the relevant section, depending on the nature of the incident that led to the CISD: accident, armed 
robbery, bereavement, crime, death of fellow employee or disaster. 

• Next complete the fields that follow, which will allow you to enter feedback relevant to the CISD that you have conducted. You will be 
able to indicate through drop down options whether there was sufficient containment and whether any employees need individual 
counselling:

• Finally, enter your recommendations for both the EWP and the workplace, and click on the dropdown to either apply for more 
sessions or close the case. If “Close Case” is selected, you will be taken to the Case Closure form and, once this has been submitted, 
the case will appear under your Closed Cases tab (see page 15 below for more detail). If you select “Apply for more sessions”, the case 
will move to the Extra Sessions Feedback tab with a status of “Awaiting referral response” (refer to page 14 below for more detail). 
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2.5 Tab 5: Follow Up Appointment Dates
This tab will provide you with an overview of all of your next session entries. Each of your scheduled sessions will reflect here as you 
manage your case, right up until the point where you close your case.

Instructions:
• Under the “Status” column you will see the words “Follow up”. Click on these words to open the next screen. This is a continuation 

of your treatment plan, and you need to enter the client’s “Attendance Type,” which you will select from a drop-down menu, and 
add the session notes.
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• Having selected the attendance type for the session, you will also notice that you have a view of your session availability (how many 
have been attended and how many sessions remain).

• Once you have captured your notes and scheduled your next session date and time, and ensuring that you are connected to the 
internet, click on the “Submit” button, which is on the bottom right of the screen.

• If you click on the “Submit” button and you are not connected to the internet, you will lose your session information and it will have 
to be recaptured.

• Once the client has attended all the sessions, you will have the option to close the case or request additional sessions from your 
Universal EWP consultant (see following sections).

Case closure

Once your sessions with your client are complete, you may close the case by ticking in the “Close Case” box. The case closure feedback 
screen will then open for your completion.
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For your action:
• Please complete all of the fields on this screen and, while you are connected to the internet, click on the “Submit” button on the 

bottom right corner of the screen.
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Applying for additional sessions
When your client has attended all of their pre-authorised sessions, your assessment may indicate the need for additional sessions to 
resolve the problems presented. Your Universal EWP consultant will be able to approve/decline this request once you have submitted 
your application for additional sessions.

Instructions:
• Click on the drop-down menu option for “Apply for more sessions”.
• If you are on this page by error, then you also have the option to close the case.
• After clicking “Apply for more sessions”, and while connected to the internet, click on the “Submit” button. This will move your 

case to the next tab “Extra Sessions Feedback”, where you will be notified of the decision of the Universal EWP consultant. Your 
application will also result in a notification on the screen which reads “Request for session has been sent”.



Universal Psychosocial Portal Guide

14

2.6 Tab 6: Extra Sessions Feedback
This tab will indicate the status of your application for additional sessions. If your request has been accepted by the Universal EWP 
consultant, this will be reflected under the “Status” column.

Instructions:
• If the additional session is approved, you must click on “Sessions Request Accepted” under the “Status” column.

• The next screen will prompt you to enter the date and time for the approved session.
• Once you are connected to the internet, click on the “Submit” button on the bottom right of the screen.

• This will take your case back to the “Follow Up Appointment Dates” tab, where you will follow the process (as explained above) by 
clicking on “Follow Up” under the “Status” column.
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2.7 Tab 7: Closed Cases
This tab will store all of your closed cases for your review. You will also be able to view the session notes that you have captured during 
the management of your case. However, it will not be possible to edit the case notes that can be viewed in this section, as the case will 
already have been closed.

Instructions:
• Under the “Status” column, the case will reflect as “Closed Level 1” once you have completed the previous screen of “Case Closure 

Feedback”.

• At this point, you can submit your invoice for processing.
• When your case is in the “Closed Level 1” status, this means that it is being quality reviewed by your Universal EWP consultant.
• Once your Universal EWP consultant has set your case to “Closed Level 2”, it will reflect in this tab, and your invoice will be processed 

for payment.
• You will continue to have access for viewing your closed cases for as long as you are contracted to the Universal Healthcare 

Psychosocial Network.
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