
HML Online FAQs 
 

REGISTRATION 

1) How do I register for an account on HML Online? 

To register for HML Online follow this link https://portal.healthmanagement.org.uk 

and then use the register link on the login page. You will be taken to the registration 

screen, please complete the registration form using your own details and corporate 

email address. 

2) What is the verification code? 

The verification code is unique to your organisation and is required in order to 

register. The verification code can be obtained from the occupational health contract 

manager within your organisation.  

3) Why can’t I choose my line manager from the dropdown list when registering? 

Your manager for HML online is not necessarily your line manager please select the 

name you have been advised to select by your organisation as this will affect the 

hierarchy structure.  

4) Who can unlock my account? 

Your account can either be unlocked by someone within your organisation who has 

user administration rights; this is usually the person at the top of the hierarchy. If you 

are unable to get your account unlocked by this person please contact Health 

Management who will be able to unlock your account.  

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

On the login page there is a forgot password link, when you click on this you will be 

prompted for the email address you registered with, 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 registered email address? 

You will need to contact Health Management to change your registered email 

address. Please be aware you will only be able to use email accounts which have 

your work email domain.  

7) How can I change my username? 

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

please use the request username link on the login page and then enter your 

registered email address. Your username will then be emailed to you.  

8) Why haven’t I received my activation email? 

https://portal.healthmanagement.org.uk/


This maybe because your email address was entered incorrectly or the activation 

email may be in your junk mail. Please check and if not then contact Health 

Management who can amend your email address.  

 

REFERRALS 

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

Saved referral forms can be retrieved from the Saved Referrals menu option in the 

blue bar across the top of the screen. Saved referrals are deleted after 30 days if 

they are not completed. Only you are able to see and retrieve your saved referrals. 

10) My attachments have disappeared from my saved referral, what do I do? 

If you choose to use the “Save For Later” feature we will not keep any attached 

documents for you. You should only attach documents to a referral just before you 

are ready to submit it. 

11) I’ve just submitted a referral and it’s not showing in the “Track Referrals” tab, how do 

I know it was submitted correctly? 

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

it will not show in the “Track Referrals” tab until it has been triaged by the HML 

clinical team. 

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

Select the My Account menu option from the blue navigation bar at the top of the 

screen. The second tab, Shared Users, allows you to share your tracked cases with 

another user. To share your tracked cases use the drop down box on the top right of 

the screen to choose another user in your organisation then click the Share Cases 

button. Shares will be listed in the table as above.  

When you share cases with a colleague they will be able to track your cases and will 

also receive any automatic notification emails from the system in addition to yourself. 

If you wish to track their case and receive automatic email notifications in relation to 

their cases then they must also share their cases with you. 

13) Why can’t I see cases I should have shared access right to? 

If the case is closed it will be viewable in track referrals on the closed cases tab, you 

will then need to filter by user and select the manager who has shared their cases 

with you. If their name does not appear in this list please double check that they have 

shared their cases with you.  

14) How can I re-refer an employee? 

In the closed cases view on the track referrals tab you have the option to ‘Re-refer’ 

any case. This simply starts a new referral using the same form as the original case 

and completes section 2, employee details, for you. 



HEALTH ASSESSMENT QUESTIONNAIRES 

15) How do I resend a Health Assessment Questionnaire 

In the track questionnaires menu option in the blue bar across the top of the screen 

there is a tab for questionnaires pending employee completion this shows a list of 

questionnaires that you have sent to employees but have not yet been completed by 

them and accepted by the Health Management clinical team. There is a Resend link 

at the right of each row in this grid. You may click this to resend the questionnaire to 

the employee.  

16) Can I resend a Health Assessment Questionnaire to a different email address? 

Yes, in order to do so follow the instructions in the answer above and enter the new 

email address.  

17) Why has the employee not received the Health Assessment Questionnaire even 

though I’ve completed it on the system? 

This would only happen when the incorrect email address has been entered or the 

email may have gone into the employee’s junk folder. If you have checked both of 

these things then please contact Health Management.  

 

OTHER FUNCTIONS 

18) The appearance of the screen looks unusual and I have to scroll a long way across 

to view information. Why is this? 

The unusual display is caused by a conflict between the way the a website such as 

HML Portal wants to display a list of items and the way Internet Explorer interprets 

that request 

This will only occur on particular versions of Internet Explorer software and will also 

be affected by an individual user’s configuration and settings 

A work around is for the user to click on the 'torn paper' compatibility icon as shown 

in the attached document.  

This icon will only be visible to users who see this issue as Internet Explorer has 

'detected' the conflict and shows this icon to enable selection of 'compatibility mode' 

to attempt corrective action. Internet Explorer should then remember this when the 

user next visits HML Portal 

19) How can I run an MI report? 

If you can view the Management Information tab on the blue bar across the top of the 

page you will have access to MI reports. In order to run a report select tab 2 Live MI, 

you will then have access to three tabs where you can run reports based on live data.  

 



20) What do I do if a previous employee is still registered on the system? 

The person sitting at the top of the hierarchy within your organisation will need to 

deactivate this person’s account and reallocate any cases to an appropriate contact.  

 


