
How to add photos along side a 
referral letter for patients via eRS 

where EMIS limits the size of 
attachments 

 
 • Currently EMIS limits the size of attachments including 

photos which can be sent with a referral letter if 
performed through EMIS  

• There is no limit to the size of photo attachments or 
numbers attached as long as they are attached 
alongside the referral letter together outside of EMIS.  

• This will explain how to do this 



• Make the referral booking as usual to eRS 
through EMIS  for the patient  

• In this case you will be making an 
appointment to dermatology 

• The next step will be writing the referral 
letter/proforma and saving this and the 
photos you need to send into a working file on 
your desktop (can also be saved in EMIS for 
your records) 



Launch a consultation for 
appropriate patient and select 
Document and Create Letter. Can 
create referral letter which may 
be a traditional letter or an OCCG 
proforma 



Once complete referral letter or 
proforma Save and Close  



It is useful to add some useful 
code for document type such as 
Referral to.. or just 
Administration – use the search 
tool to find 



The saved document can 
be found under the 
document tab  

If you right click over the 
document you can Edit it or 
perform other actions 
including exporting it 



If you are going to refer outside 
of emis Web for this patient you 
will need to save a copy of the 
referral on your desktop.  
 
It is useful to create a working 
folder on your desktop to store 
these items along with any 
photos. 
 
Select Export and save in 
desktop folder where you can 
easily access it and add photos 
to the folder 



Saving photos 

• At this point if not already done it is useful to 
save the photos you wish to attach in the 
same folder on the desktop 

• This means that the letter and the photos can 
easily be attached in the next step 

• You now need to launch eRS directly so you 
can attach the letter and photos  directly to 
the referral 



Launching the external access to eRS 

Now click emis icon and select 
External Links and select NHS e-
Referral Service to launch eRS 



In eRS module type in NHS 
number of the patient and 
Search 



The request or appointment has been 
made but you need to now attach the 
referral proforma or letter and the 
photos 
Double click on the UBRN number 



Click on the Actions arrow 



Click on Add Referral Letter 



Click on Add Attachments 



Find the appropriate folder on 
your desktop containing the 
referral letter and photos and start 
adding the attachments (referral 
letter/proforma first) one at a time 



The letter has been attached – you 
can add some description. Now add 
the photos as attachments (Add 
Attachment) one by one 



Select photo to attach one by one 



Keep on attaching photos 
until all attached and then 
press Submit 



You can add more attachments at 
this point by selecting Modify 
Referral Letter 

When all attached press Close 
– no more can be added after 
this and the referral is 
complete 


