Importing Word Referral Forms for use in SystmOne with
Integrated Word

Saving the referral forms

To use the forms with your clinical system, you need to download them from the Knowledge Anglia
site. nww.knowledgeanglia.nhs.uk

NOTE: If you use the www link to the Knowledge Anglia site, you will be asked to log in. Change the
first ‘w’ to ‘n” and you will be on the N3 user site which does not require a log in.

Select your CCG using the relevant icon.

N3 User

= m -

After selecting your CCG hover over the ‘Forms’ section, this brings up a “Pop up” window as shown
below.

Great Yarmouth and

Waveney

South Norfolk N3 User

Providers [ Services

Clinical Information Prescribing, Pharmacy and

Medicines Optimisation

Clinical Thresholds Policy

Cancer / 2WW

MNorfolk & Norwich Hospital (NNUH)
James Paget Hospital JPUH)

Queen Elizabeth Hospital (QEH)
West Suffolk Hospital (WSH)

Multi-organisation forms
Any Qualified Provider

Endoscopy

Fertility

Mental Health & Learning
Difficulties

Learning Difficulty (LD)

Mental Health

Community Services
All Community Services
Children

End of Life

Exercise

Infectious Diseases

Integrated Care (ICN/ICO)
smoking

Termination of Pregnancy (ToP)

Continuing Healthcare
(CHC)

Hospitals
Global Diagnostics
Ipswich Hospital
James Pagst Hospital

» Norfolk & Morwich Hospital
Queen Elizabeth Hospital
West Suffolk Hospital

Incident reporting /
Quality issue concerns

Individual Funding
Requests

Medicines / Prescribing
Non-NHS

Practice Admin

Services to Primary Care

Select the relevant area e.g. Norfolk & Norwich Hospital.

GP Clinical Threshold
Referral

GP Clinical Threshold Referral - RMS
Participation

Safeguarding

safeguarding Adults
safeguarding Children (LSCB1)

Guidance

Referral Form Creation Guidance
Systmone User Guide

Emis User Guide

After selecting you are presented with the various forms that are available for this location.
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http://nww.knowledgeanglia.nhs.uk/

T}

B b 0

Urological Cancer (NNUH)

Referral (Word)

REETIR T

T T )

Right click on the SystmOne version, and select to save the file to a temporary location on your
practice computer or a shared drive you use.

Google Chrome:

1/10/16 R:01/10/18

Referra

Open link in new tab

Open link in new window

Open link in incognito window

Save link as...

Copy link address

Import the forms into SystmOne

Select Setup > Referrals & Letters > New Word Letter Templates

Internet Explorer:

H/10/16 R:01/10/18

Referral (Systmp===2

Open

Open in new tab
Open in new window
Save target as...

Print target

Patient Appointments Reporting  Audit Links Dispensing Clinical Tools Workflow User System Help

Q » E
Search Task

FEFE\NTY >

MNew Template

E

Copy Template Img

Searq

[ cats

Search an Descriptions

4 | Active Templates
> <& By Availability
4 "{ By Category
4 || KM letters
+ Referral forms
4 || Windmill Surgery
+ Secretary
> . By Data Source

Users & Policy 3 ! - @
Prescribing 3
Waccinations L
Appointments 3
Refresh
Data Entry 3
Data Output 3
Referrals & Letiers 4 E- Address Book...
Mohile Waorking & Integration » A New* Letter Templates
*Mew* Word Letter Templates
BT S i’ Recall Template Management
Data Conversion ¥

community_occupationsz
community_sernices_ng
copd_nurse_nchc_wnol
Invaice

Invoice v2

Referral Template Management
‘Word Letter Text Presets
Choose and Book Template Management

Scanning Rules

Choose and Book Homepage

medicines_support_Sefrce—rmms e oot

Referral Letter
Referral Letter v2
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I...| Categary
@ KM letters [ Referral farms
@ KM letters [ Referral farms
@ KM letters | Referral forms
@ KM letters [ Referral forms
@ KM letters [ Referral forms
@ KM letters [ Referral farms
@ KM letters / Referral forms
Windrmill Surgery ! Secretary
‘Windmill Surgery/! Secretary
@ KM letters [ Referral forms
Windmill Surgery ! Secretary
Windmill Surgery ! Secretary
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Click on Import Templates
Patiert Appointments Reporting Audit Setup Links Dispensing Clinical Toals  Workflow  User System Hs

Q B w @ &8 & &8 A -~ o

Search Task
fupb@g\NTv

MNew Template = Copy Template

i Ha™»

xport Templates  Refresh

Search Active Templates

Q S ®E By O

Search on Descriptions D Categorizs

Select the file you saved earlier

o
¥ Import Templates &J
Lookin: | | nnuh & 51124 = [=]
& coIorectal_cancer_nnuh_systmone.doc.xmﬂ
i
Recent tems
By File name: colorectal_cancer_nnuh_systmone.doc.xml Select
] Files of type: Al Files - Cancel

%

NB: SystmOne shows the template name, not the file name when it is imported, therefore there
is no point changing the filename at this point.

The file will be saved under the default location of KM Letters: Referral forms.

You will be able to rename and save the file to a folder of your choice or making once it has been
imported into SystmOne.

Right Click on the template you wish to re-name
Choose Amend Details

CL Preview d

=

& Amend Details z
1 Amend Document f
<

Publish .

- ‘ﬁ‘ Upload to Resource Library =
- 2
o Copy B
o -
g Delsts i
<

TEH Table >
rl HHHHHHH TRV el T I'.'.'I'.'IIE
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The following screen will appear:

[
;| Word Letter Template X |
Tr Template name | 2ww_Upper_di_cancer_nnuh-systmone.doc '
[ [
iq Description |
L |
n [
N category ¥M letters |- Mew Category ... |
i {
i Sub-category  |Referral forms ¥ | Mew Sub-category... | |t
d i
d lcan $ - \
- Letter Type Q; - {
n {
n |
L Ok Cancel |
g [

You can give the template a new name, add a description, amend the Category and Subcategory, and
Letter Type to suit your needs in this screen.

Word Letter Template X

Template name | 2WW Upper Gl Cancer

Description

Category Referral Letters b Mew Category...
Sub-category - New Sub-categaory...
Ican & -

Letter Type CL Referral -

Ok Cancet

Once you have made the changes you want, click OK

Search -
Q& Tt o
Template ¥ I... Category Data Source Availabilty

4 |E] Active Templates 2WW Upper Gl Cancer ® Referral Letters None Organisation Specific
<& By Availability

4 <[ By Category
4 KM letters

Search on E| Descriptions |:| Categories

* Referral forms
4 Letters About Patients
Referrals
+ Miscellaneous
4 Miscellaneous Templates
+ Development
;
+ Treating Your Infection Leaflets
Bv Data Source

The template will be saved in the Category of your choice.
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The template Data Source should read ‘None’. If your template has a data source of ‘Referral’, the
template data source will need changing to ‘None’ by amending document.

Bre

Preview

Amend Details
Amend Document
Publizsh

Upload to Resource Library

Copy

Delete

H & F =20 0 £

Takle >

From the SystmOne Mail Merge toolbar click on Select Data Source

n SystmOne Mail Merge
b A |

Save Amend Select Data Amend Fc
Details  Source Field Prote

Commands

i Pofarral | attars
¥ Data Source X

Erter text to search Search Clear

Data source

Appaintment ~
Care Plan

MNaone

Recall

Referral

Template

G Rows

Ok Cancel

This will enable you to pick up the template from Communications & Letters
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Using Referral Forms in SystmOne (Non eRS Referral)

Retrieve Patient record.
Right click on Referrals, and select “New Word Referral”
Follow your usual process to add the recipient, read code etc.

Click on Choose Template and select the correct proforma

" Choose a Referral Template @

4 | KM letters

4 | 7| Refer
hc_health_needs_assessment. Continuing health care, needs assessment form
> . Windmil

Once selected use Write Now

NB if you receive any recipient ID and address warnings — click Yes for both

s —_— 5
¥ Question ﬂ

Without a recipient ID, you will not be able to repart on this referral in
'Clinical Reporting".

Are you sure you want to leave the recipient ID blank?

Show Message Next Time?

fed Mo

FORM PROTECTION

Complete any areas of the form that have not been pre-filled and then FORM PROTECTION Save for
Future Editing or Save Final Version

Wd9- 0= Wirs Andrea Norfolk [Compatibility Mode] - Microsoft Word
SystmOne Mail Merge | Home  Inset  Pagelayout  Refersnces  Review  View
=] By A= — ) B S‘z ). 83 ) [E] Merge Later
H H & \j @, =1 § 8F (¢ 3 ¥ o i
Save For Save Final E-mail New Amend Merge Amend Form Patient Patient Referral Clinical Medication Vaccinations Sender/ Miscellaneous
Future Editing Version Template Details Mow  Field Protection | Demographics = Care~ Letter= = - - Recipient = -

Commands Merge Fields

Norfolk and Norwich University Hospital |
NHS Trust | NHS

Bone Densitometry Request — Fax No. 01603 286077
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Using Referral Forms in SystmOne with eRS
Retrieve Patient record
Right click on Communications & Letters, and select ‘New letter’

,@» “accinations
-@ Communications & | etters
- Referrals C  Communication Wizard

» {3 Safeguarding &1 New Letter
v 5 Tammlatas EEl  Prirt GPR Insurance Report

Select Textual Recipient

~
Select Sender & Recipient Type Iﬁ
Sender Recipient
An entry in the address bhook 0 & textual recipient
A SystmOne user An entry inthe address book
The patiert A SystmOne user
0 This organisation The patient
Patient's registered GP This organisation
( | Atextual sender { | Patient's registered GP
(7) Next of kin (7)) Next of kin
Patient's usual GP Patient's usual GP
Relationship Relationship
Ome Ome
Referrer Save as Default Referrer Save as Default
Ok Cancel
L

Follow your usual process to add the recipient, read code etc.

Select MS Word as the Editor and Choose Template

Writing

Letter type Q AEE T | | Save as Default
Editor (") systmone

Template

Write Mow Create Task to Write Later Cancel
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Select the template required.

-

¥ Choose a Letter Template

Browse | Search | Favourites|

4 | KM letters

4 | | Test Referrals

L ] hon_cab_qeneric_npd.doc |

o . Windmill Surgery

Cancel

b

Make the form editable by clicking once on the Form Protection button.
Complete the document as normal remembering to enter details, check tick boxes etc.

DECIoh]

HOME INSERT

RAGE LAYOUT

FILE SystmOne Mail Merge

& g F
2 H & Q =y @

Save For  Save Final E- Mew  Amend Merge Amgnd  Form
Future Editing Version  mail Template Details MNow  Figd Protection D

Commands

REFEREMCES REVIEW VIEW DESIGN LAYOUT
B=T O~
B S Q 9 M o

Patient Clinical Medication Vaccinations Sender/ Miscellaneous
Recipient = M

Patient
mographics = Care~ - - -
Merge Fields

After you have completed your edit, click on Form Protection again to reprotect the document and
then select either Save for Future Editing or Send Final Version.

This will save the document in the patient’s record.

From the patient record, select Referrals and right click, choose New Choose and Book Referral.

A =] L J =l L 5
Search Task Discard Save Details Next Acute
EHEFED SN oo b
Start Consuttation | Mext Event  Event Details | Pathology = Drawing A
Clinical | Administrative Referrals

12, patient Home Referrals In | Referrals Outl_

> H Major Active Problems
o H Minor Active Problems
> A Inactive Problems
Summary & Family History
> 48 Quick Glance
ﬂ Tahbed Journal
@ Mew Journal
D Read Code Journal (1)
E Medication
E Repeat Templates
i' ‘accinations
@ Communications & Letters (1)
=-» R
» £354 €5 Record Referralin
Referral Wizard

Mew Referral Letter

Mew Word Referral

-~ 2GS BHE

View \Referrals to elsewhere

Created UBRMN Re

MNew Choose and Book Referral
MNew Electronic Referral

MNew e-Consult Referral

Continue as normal, once all of the relevant details have been completed on SystmOne and eRS
enter the referral text in the free text box or attach a referral letter if this is your preference.
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Now click on Letter to attach the previously completed template, it should be the last one on the list.

Select Save for Future Editing or Send Final Version
Now Save the patients record (this captures the UBRN and referral details entered)
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Completing Forms
When completing the form, please note the following:

To follow the Hyperlinks
All forms with supporting text in the system have a blue hyperlink at the top of the form. These links
only work if the document is unprotected. see adding additional text below.

To annotating Images
The Word drawing function can be used to annotate anatomical diagrams if they need to be marked
as part of the form completion, the Word drawing function can be used.

NB. This can only be done whilst the document is unprotected.

NB to See Drawing options select ‘Shapes’ from the Insert menu:

Home Insert Page Layout References Mailings Review View Ac

[

g N D HHER=2d4 o @
Cover Blank Page Table Picture Clip |Shapes|SmartArt Chart Hyperlink
Page = Page Break v Art -

Pages Tables Recently Used Shapes
EsxNOooAlLLedo
IR R
Lines
NN TTTLL T RN
Basic Shapes
EMmATSCOE®ANOGOD D

To select options and add additional text
to enter additional text, and select check boxes etc. Click on ‘Restrict Editing’ on the Review menu:

Mailings Review Wiew Acrobat
= ; =b 2% Final: Show Markup - Do ) Previous _j N_J
(R A I o R R z & 5 Ny
- 2 Show Markup ~ P} Next —
New Track b5 Accept Reject Compare Restrict| Linked
Zomment Changes - [B] Reviewing Pane - - - - Editing | MNotes
Comments Tracking Changes Compare Protect OneNote

To protect the form, select the following:

Restrict Formatting and Editng ¥ % vy can then type in the greyed out areas only, or click into the

1. Formatting restrictions Check boxes to select.
Limit formatting to a selection of
styles NB - do not un-protect the form after you have entered information
Settings... into the greyed out boxes, as when re-protecting the form, you will
2. Editing restrictions lose your changes.
Allow only this type of editing in the
document:

Filling in forms B

Tracked changes
Comments

Filling in forms

(You can turn them o

Yes, Start Enforcing Protection
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