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Log in to https://eu-portal.meddbase.com/cogn/oh/#/login  and save it as a favourite on your preferred 

internet browser. 

Logging Into the Meddbase Portal 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

You will land on your dashboard. 

Use the menu down the left-hand side to navigate through your portal. 
 

https://eu-portal.meddbase.com/cogn/oh/#/login
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Creating a Case 
“Create a new case” to make a referral (left hand side menu). 

Search for an employee by adding some employee details and clicking the Search Button 

(blue). 

If your employee is registered on your system already, select the name and details shown 

below 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
If your employee is not registered, use the Click Here button (highlighted) to register. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Please ensure you complete all relevant fields. 
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Please ensure all fields are filled out fully and correctly for the employee you wish to refer. 
 
Please note all correspondence will be sent to the email address populated in the personal email 
address field. – If you do not have a personal email, please input the work email twice, and vice versa 
if you do not have a work email for the employee. 
 
If you do not have the employee’s Eircode, ‘0000’ will suffice. 
 
If you do not have the employee’s DOB, 01/01/1900 can be used 

Adding a New Employee to your Dashboard 
 
 

Mandatory Fields: 

• Title 
• First Name 
• Surname 
• Mobile number - to access questionnaires a code is sent to this number, cannot be landline 
• Work Email - please use personal email if no work email 
• DOB - use work around mentioned above if no DOB 
• First line of address 
• Eircode - use workaround mentioned above if you do not have the employee’s Eircode 
• City 

• Personal email address - please input work email here if no personal email 
• Department - please select the employee’s department if your company has set up depts 
 

Click the blue ‘Continue’ button, to proceed. 
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Selecting the Service for your Employee 
 

You can then select the service you wish to book for the employee 
 
 
 
 
 
 
 
 
 
 
 

The Referral Form 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 

• OHA Case Management – Nurse based Assessment. 
• OHP Assessment – Dr Based Assessment. 
• Pre-Employment/Health Surveillance – Medical Appointments. 
• Health Declaration – Pre-Employment Questionnaire, no physical appointment. 

 

Once you have selected the service, you are now in the referral form, please read carefully the 
notes for referring manager and press next. 
Please fill out all fields and press next as you move through the form 
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Click in the 

 

 

 

Select the box to see the dropdown menu and select the timeframe you would like your employee seen 
within. Click on NEXT Button. 

o Within 48 hours 
o Within 1 week 
o Within 2 weeks 
o Other* this will give you a free text box to include employee shift patterns and days they can 

and cannot attend 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click in the box to see the dropdown menu and choose the reason for referral. Use the free text box 

to include any additional information you wish to add to your referral. The more information you 
can offer, the better. 
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Please choose specific questions you would like to address during the consultation. 
 

Use the free text box to add any additional/other information you feel is relevant to the 

consultation. 

Click NEXT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Specific Advice Required screenshot 

 
 

Please complete all fields. 
 
Please note the desired location is a free text field, you can input a specific clinic, town, or county and 
the administrative team will do their best to book the best option for the employee.  
 
If your company have a cognate OHA onsite, please type ‘Onsite’ 

If your business does not use PO Numbers, please type select “Not applicable” if you have a PO, select 
‘Yes’ from the drop down and input the PO number in the ‘Purchase Order Number’ field. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Meddbase Manager Portal Step-By-Step Guide  

Page | 8 
 

Please ensure you read and comply with the Declaration below. Tick the “I declare that” check box 
to confirm. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Declaration screenshot 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can cancel your referral at any time should you wish to do so. There is a “Cancel Referral” 
option at the bottom of each page of the referral form. 

 

Click the FINISH button, if you wish to proceed. This will create the referral. *Please note you have 
not completed all relevant steps at this point. 
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Sending The Referral Form and Attaching Documents 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

  
IMPORTANT Once you have finished completing the referral form click on “Send Referral” button at 
the bottom of the screen to submit it. 

You can easily attach any documents here by browsing your own documents library. Relevant 
document types are Job Description, Supplementary Reports, IH Reports etc. 

Once uploaded, click on “Attach Document” button (blue). Your attachment will now appear in 
the box below (highlighted). 

Please note that once you add a document it cannot be removed. – Please upload as PDF  
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Tracking the Status of Your Referral 

You can track the status of your referral by logging back into the portal at any time, selecting ‘All 
referrals’ from the control tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
To view appointment details, such as date, time, and location, please select the employee’s referral 
from the rows in the ‘All referrals’ tab. 
 
You will be able to view the details, as shown below. 

 
IMPORTANT – Please do not use the text messaging feed, our administration team are not notified of 
any messages that are sent, and queries/requests will be missed.  
 
Please email centraladmin@cognatehealth.ie or if you have an OHA Onsite, please email the OHA 
(Nurse) directly if you have any queries on the referral or wish to make any changes to the 
appointment. 

 
 
 
 
 
 
 
 
 
 

 
 

mailto:centraladmin@cognatehealth.ie
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Viewing The Report 
 
To view the employee’s report once released, you can select the referral as shown above, and it will 
bring you to the below page. 
 
Here you can click ‘OH Report.pdf’ – This will open the report in a new window. 
 
You can download this report if you wish. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Requesting a Follow-Up 
 
To request a follow-up, select ‘Open Cases’ on the control panel to the left. Search for the employee 
and select ‘Request Follow-up’ at the top of the page, highlighted below. 
 
You can also close the case here if the employee no longer requires OH Services for this health 
reason.  
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Important Notes to Remember 
 

1. If you do not have visibility on an employee, you will have to add the employee to your 
portal to refer them.  

 
2. If you have tier one access (Access to only your own referrals) Please do not add employee 

details and log out, you will have to re-register the employee. The employee will only be 
saved to your portal AFTER you have made the referral. 

 
3. When referring an employee, please check that all relevant fields are filled in and details are 

correct. Please remember to fill in the personal email address field. 
 

4. If you are unable to proceed with adding an employee, and receive an error message stating 
the employee exists, please contact central admin, or if you have an onsite OHA, please 
contact them directly.  

 
5. The employee will receive an email confirmation of their appointment date, time, and 

location of the assessment. This is an automatic email sent to the email populated in the 
personal email address field.  

 
6. Any forms required for the consultation (Pre-Employment Questionnaire, Assessment 

Consent Form) will be sent automatically to your employee’s Personal email address. 
 

7. Please log back into the portal to track the status of your referral and appointment details 
once booked. 

 
8. You will receive an email once the report is completed and released back to the portal. Steps 

to view the report are highlighted above. 
 

9. Please do not use any messaging/chat fields on the portal. This messaging platform is not 
monitored. Our central admin team respond by email only. 

 
10. If the employee is unable to attend, or must reschedule, please contact central admin, or 

your onsite OHA, to make the necessary changes to the appointment.  


