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Process 

1. Log on to https://liverpoolft.opasg2.com/login/form  

 

2. Type in your Username and Password and click Login 

 

 

3. On the left hand side, click on  

4. In the top right hand corner, click on  

 

5. The first part of the form is about you and if there are any changes to your details, 

you can change them here 

 
 

https://liverpoolft.opasg2.com/login/form
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6. The next part can be used if you wish to allow HR to see this referral.  Select the 

person and click on Add  

 

7. You are then on to the Referral Form itself.  First of all, fill in the details for the 

person you are referring to us 

 

 
 

Please note - this referral will be sent to your employee for their consent 

BEFORE being sent to Occupational Health therefore you need to ensure this 

e-mail is accessible to your employee in order for this to happen - this may 

mean using a personal e-mail address  

 

8. Next, fill in the reason for the referral from the drop down list 

 
 

9. Next, fill in the section on Work Concerns 

 
 



3 | P a g e  
 

10. You can  at any stage 

 

11. Next, fill in the section on Work Details 

 
 

12. Under Absence Details, further boxes will open if the person is currently absent 

from work 

 
13. Under Work Duties, let us know whether each of the tasks detailed are a High, 

Medium or Low risk to the person or Not Applicable 

 
 

14. You then reach a section – Advice required from Occupational Health.  These are 

the questions that you want us to answer in our report back to you 
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15. If there are any other questions not covered here that you want our Clinician to 

ask, click on  

 

16. If you have any documents that are relevant to the referral that you need our 

Clinician to see, you can upload them 

 
 

17. Finally, please click Yes to the Declaration 

 

18. Click on  

 

19. You will receive this message 

 

20. Click on  

 

21. You will receive confirmation that this has been saved and has been e-mailed to 

your member of staff 

 

22. Click on   

Important - The referral will be sent, by e-mail, using the e-mail address you 

provided in the Employee Details section, to your member of staff to gain their 

consent to the referral.  They will have the option to give their consent, or to 

request changes from you before they give their consent.  

Only after they have given their consent will the referral be submitted to 

Occupational Health 
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Checking on the status of the referral 

23. When you return to your Homepage, you will see the Active Management 

Referral and its status of Awaiting Employee Pre-Consent 

 
 

 

 

 

What to do if your employee contests the referral 

24. If your employee contacts you to say they need some information changing, you 

can do this and then resend the referral to them.  Click on the  button 

25. Click on  

 

26. Note the amendments 

27. Click on SAVE and then  

 

28. You can then go into the referral and make the changes 

29. Once completed, click on   and   and the amended referral 

will be sent to your employee 
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Accessing the report 

30. We will ask your employee to consent to the report at the appointment and in 

most cases, this happens.  This means that the report will come back to your 

Dashboard within 48 hours of the appointment.  In the event that your employee 

does not give consent during the appointment, we will prepare the report and e-

mail it to them to review.  We ask them to click on Consent which will then push 

the report back to your Dashboard.   You will see these in the Recently Finished 

section  

 
 

31. Click on   

 

32. On the left hand side, you will see  

 

which is what you filled in and 

 

which is our report back to you 

33. Open this by clicking on  

 

34. On the right hand side you will see every step of the process for audit purposes 

 

Saving the report 

35. If you wish to save the report in your employee’s file, click on Print Referral 
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36. and then click on  

 

 
 

Resending the referral 

37. Your employee has 7 days to consent.  If they do not do this within 7 days, their 

link will expire and you will need to resend the referraI.  To do this, click on 

 

38. Click on  

39. Find the referral  

 

and click on  

40. At the top of the page, click on  

 

ENDS 
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