
 

HealthHub FAQs 
 

1) What is HealthHub? 

HealthHub is Health Management’s brand new occupational health portal, which 

has replaced our previous portal, HML Online. HealthHub brings multiple 

enhancements to our service. It provides quicker access to your data and an 

improved method of appointment booking, receiving notifications and storing 

your documents. Features include: 

 Improved design 

 Enhanced registration process 

 Timeline tracker for cases 

 Online appointment management 

 Online document storage 

 Single point of referral 

 Automated case triage 

 Real-time updates 

 Appointment reminders 

 Help button, offering online support 

 

2) How can I access help when using HealthHub? 

Your organisation has been provided with support materials during the transition 

to HealthHub, if you need support in addition to these materials, please submit a 

query to us on this page, and one of our team members will be happy to help. 

3) How is a new referring manager set up? 

Each organisation that uses HealthHub will have one or more “Administrators”, 

who will have the ability to set up new users (referring managers/recruitment). To 

set up a new user, Administrators should go to the “Organisation” section and 

select “New contact”. They will then be able to enter new contact details. You will 

be requested to enter the name of the new referring managers Supervisor, who 

will have visibility over their cases. 

Once completed, a new user has been set up and they will receive an email with 

instructions on how to complete their registration.  

 

 



 

4) What type of user accounts are available on HealthHub? 

There are 4 types of user accounts within HealthHub: 

 Requester – able to submit and manage service requests (e.g. a 

management referral) 

 Approver – depending on the set up of your organisation, is able to 

approve service requests that Managers create 

 Administrator – has the ability to manage your options within HealthHub 

 Employee – able to access the services that have been submitted for 

them. 

5) What do I do if I forget my password? 

On the HealthHub login page there is a forgotten password link and when you 

click on this you will be prompted for your HealthHub username. Once you have 

entered this, an email will then be sent to you containing a link which can be 

used to reset your password.  

6) How can I change my username? 

It is not possible to change your username however if you forget your username 

please click the link on the HealthHub login page and follow the instructions 

provided. 

7) Who can unlock my account? 

Your account will automatically lock for 30 minutes after 3 failed login attempts. 

You can unlock your account by following the “forgotten passwords” procedure 

described above.  

8) What do I do if a previous referring manager is still registered on the system? 

Your organisation’s Administrator has the ability to make users “inactive” (for 

example, if someone leaves your organisation).  

To change a user to inactive, an Administrator can go to “Organisation”, then 

“Employees”. Select the employee in question, select “Update Employee” and 

change their status from “Active” to “Inactive”.  

9) I’ve made a referral, where can I find it? 

To see all referrals that you have made to Health Management, click on “My 

referrals and assessments” from your homepage. Here you will be able to see a 



 

list of all referrals that you have made to Health Management on HealthHub, 

both “Open” (ongoing) and “Closed” (complete). 

10) I started a referral and saved it for later, where can I find it? 

If you choose to save a referral and complete it later, it will be saved on the “My 

Actions & Updates” page. Part completed referrals will expire and be deleted 

after 30 days. 

11) I’ve just submitted a referral and it’s not showing in the “My referrals and 

assessments” page, how do I know it was submitted correctly? 

You will receive a confirmation email regarding submission of your referral; 

however it will not show on your “My referrals & assessments” page until it has 

been triaged. 

12) How will Managers be able to access Advice Reports on HealthHub? 

Once an Advice Report is complete and approved for release, a Manager will 

receive a notification, via email, requesting that they login into HealthHub. Once 

logged in, they will be able to access the report. 

13) How will Managers be kept up to date with the progression of their cases? 

When Managers log into HealthHub, they will be able to see an overview of all 

the cases that they have submitted including the status of the case. 

During the lifetime of a case, Managers will receive notifications, via email, as 

and when an action is required or an update is available. 

14) How can I share my cases with another colleague? 

Select “My referrals and assessments” from the homepage. On this page, select 

“Share” within the “Shared Services” section.  

On the subsequent page, you will have the option of sharing all cases or 

selecting particular cases to share. Once you have your selection, in the “Share 

to” box, select the member of your organisation that you wish to share cases 

with.  

15) How can I cancel a referral? 

To cancel a referral, go to “my referrals and assessments”, find the referral you 

wish to cancel and click on the reference number. On the next screen, click 

“cancel service instance”.   

 



 

If you find your question has not been answered, please refer to our series of 

‘How to’ guides. 


