PRIMHD online in 15 easy steps

1. Click on the PRIMHD icon on your screen (or choose the https://primhdonline.moh.health.nz link from your browser address list).

You will get this warning screen:
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Click on “Continue to this website”. 
2. The logon screen:
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Type your username (initial of first name followed by your surname), and password. Click Login.
3. The next screen will show after your logon was accepted, and you can choose: 
Search (looking for an NHI already in the system) or New (entering new referral/client).
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4. Enter new referral / client. Fill in all mandatory fields (the ones marked with **) and SAVE.
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5. After saving the referral information you can start adding activities for this specific person.

If it is a residential service (long term or respite), the first activity date/time will be the date when you went live (first referral submitted on-line) and you will continue updating them on a monthly base. Do NOT add Activity End date and time! Warning: the system is adding the Activity End date by default, make sure you remove thisd date for residential clients (unless is the last activity – client discharged). 

For any other service you will fill in Activity Start date and time as well as Activity End date and time. 
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SAVE! After saving your entry goes on the Activity list on the bottom and an empty Add New Activity screen is ready for you to enter the next activity.
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6. When all activities are entered (for this person), Submit the data for processing.
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7. If the system returns errors, click on Edit Referral and correct the data. If you are not having the correct information, move on, and come back to the errors list when you have it.
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8. If you got the lovely green bar, you can go back to Referrals to enter more data or you can logout. 
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9. Add activities to an existing referral/client. Click on the Referrals tab, enter the client NHI number, and click Search. The system will return all referrals you have open for this person.
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10. Click on the Referral ID (or anywhere on that line) and you will gain access to the chosen referral.
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11. If you want to add new activities and/or to change referral data, click on Edit.
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12. Add New activities, Save and Submit for processing. (same as steps 5-8). 
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13. To fix errors. Go to My Error Records. 
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14. Chose the one you want to correct by clicking on it, Edit – Operate the changes - Save – Submit for processing. (same as before)
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15. Don’t forget to logout when ready. Well done!
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Important information:

Please email to primhduserinterface@moh.govt.nz  when the system is slow or you get system errors:

Slowness 
·        what time of the day was it? Exact time is best. 
·        what were you doing? e.g. searching for a referral, saving or submitting a record 
·        how long did you wait for the search, save, submit to complete? 1 second, 2, 5, 20 etc 
Note: performance often improves after you have performed your first search, save, submit. System warms up effectively.  If this is not your experience, also let us know. 

Other possible issues 
If an error or an odd symbol appears, or something out of the ordinary occurs: 
·        capture it by Ctrl+Print Screen and paste the image into a word document to send to us with a short narrative of what you were doing. This will give us details of the exact error and the time it occurred and we can then track it through the logs.   
·        let us know what browser and version you are using (e.g. Internet Explorer 7) 

Time is 24 hours clock! Meaning:


2:00pm = 14:00


11:23pm = 23:23








If you can’t see the Activities list, use the scroll bar to get at the bottom of the screen.





If unknown, the referral time will be:


Referral Start Time = 00:00


Referral End Time = 23:59
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