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GOS Specialist Supplementary – Receive Back to Referrer Letter (SCI 

Gateway) 
• If configured, an email alert will be sent to the Optometry Practice email address on receipt 

of the Back to Referrer Letter 

 
• Log in to SCI Gateway as normal 

• All Back to Referrer Letters received by the practice will be available to all users associated 
with the practice. 

• The SCI Gateway home screen will indicate if you have any New Back to Referrer – a new 
Back to Referrer is one that has not yet been marked as Filed 

 
• Either click on the link to go to the New Back to Referrer or from the Menu at the top of the 

screen, select Work List > Back to Referrer – this will show all referrals both new and 
marked as Filed 

 
• A list of the Back to Referrer Letters is displayed (ensure the receive tab is selected) with 

details indicated for the Date received, Patient, Practice sent from, Receiving practice and 
the Status 

 
• To view a Back to Referrer Letter, click on the Patient Name 
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• Once the Back to Referrer Letter has been seen and dealt with click on the Change Status 
button 

 
• Change the Status to Received, ensure that the Filed box is ticked (this removes it from the 

New Referral List), click Set 

 


