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Introduction

The new Pan London suspected cancer forms are designed to make it as easy as possible to
refer patients with the minimum of effort.

The forms are provided as EMIS Web Document Templates (files with the extension .ewdt).
They contain special codes which interface with EMIS Web.

Opening a template as a document within a patient’s EMIS Web medical record will
generate a referral form, pre-populated with patient and practice details. GPs respond to
questions in the clinical section of the form, typically by checking boxes or entering a
minimum amount of text.

The new forms will also automatically include relevant laboratory or imaging results stored
in patients’ medical records.

Before the templates can be used to generate referral forms, they must be installed into
EMIS Web as EMIS web document templates. You cannot open them directly into
Microsoft Word.

This booklet explains how to correctly install the EMIS Web document templates so they can
be used to generate suspected cancer referral forms.

It also explains how to produce forms during consultations with patients and how
completed forms can be sent to hospital trusts.

Downloading the document templates

In order to install the templates into EMIS Web, you will need to download a compressed
(zIP) file containing the form templates onto one of the computers in your surgery.

The ZIP file is available from the Pan London Suspected Cancer Forms download site here.

You can place this file anywhere on your computer. Once it has been used to install the
templates onto your EMIS Web system, it can be safely deleted. It is simplest to download it
straight onto your Windows desktop (see picture, below).
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https://www.myhealth.london.nhs.uk/nhsrefer/download/EMISWeb.html

Double-click on the ZIP file

In order to open it
(see picture, right).

Select the folder named Pan London Forms, right-click on the folder and select menu item

Copy.

Pan London Suspected Cancer Forms.zip
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Next, right-click on your Windows desktop and choose menu item Paste.

The folder should be visible on your windows desktop (see picture, below) and you can now
safely delete the ZIP file.
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Double-click the folder icon to reveal its contents (see picture, below).
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There are currently 13 different document templates that are used for suspected cancer
referrals to various specialties.

Although these templates generate Microsoft Word documents when opened up from
within EMIS Web, they have to be installed into EMIS Web first.

IMPORTANT NOTE

These document templates cannot be opened in Microsoft Word directly.

If you attempt to open a template by clicking on it from your Windows desktop you might
receive an error message informing you that Windows cannot open the file.

If you then attempt to proceed and open the file using Microsoft Word you will see the
following window.
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If you see this window, please close it and follow the instructions below.

The next section explains how to correctly install the templates so they can be used to
generate referral forms.



Installing the forms
Make sure you have the correct EMIS Web permissions to do this.

You will have been assigned an EMIS Web Role Based Access Control (RBAC) number.

This allocates the roles you are allowed when using EMIS Web. You must have the correct
RBAC number to be able to install document templates.

For example, a GP who wished to do this must be assigned Higher Level GP Status. You can
see what status you have been assigned by looking at the bottom left hand corner of your
EMIS Web screen (see picture, below).

EE £ HigherLevel GP(SJR002) | RUBENSTEIN, Ian (Dr)

Without the correct RBAC number, the menu options required to install the templates will
not be available to you.

You will need to consult your practice manager or data controller if you find you are not
presented with the menu options described below.

You also should have downloaded the ZIP file containing the EMIS Web Document
Templates onto your computer (see Downloading the document templates, above).

The following discussion assumes you have downloaded the ZIP file and have successfully
copied the folder it contains onto your Windows desktop.

You only need to do this on one computer in your surgery. Once the document templates
have been installed into EMIS Web, they will be available to all users on your network.

Next, follow these steps...

1. Place your mouse cursor over the EMIS Ball menu, located in the top left-hand corner of

our EMIS Web screen .
y \l'.ém'.szlﬂ‘/a-gl

o

Report Managerment - 1 Ck




2. Click on the EMIS Ball menu to display the drop-down menu. Place your mouse cursor

over the Configuration menu item
but do not click the mouse yet.

3. The Configuration menu option will
automatically expand after a second or so
(see picture, right).
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4. Place the mouse cursor over the
Template Manager menu item.\
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5. Now click on the Template Manager menu item with the left mouse button. You will be

presented with a screen similar to that shown below:
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6. Observe the panel which occupies the left hand side of the screen (see picture, below).
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The panel contains two tabs: Templates & Protocols and Document Templates.

Sometimes the name of the first panel can vary, so the Templates & Protocols tab might be

replaced by one which says Library Items. This doesn’t matter because we are only

interested in the Document Templates tab.

Click on the tab labelled Document Templates (see picture, above: the Document Template

tab is indicated by the red arrow).

7. You should see a list of the EMIS Web document
folders used to store letters (see picture, right).

Notice the top-most level of the list is the surgery name.
It is highlighted in blue which means none of the folders
below it have been selected.

Also note the small arrows to the left of some of the
folders. They indicate there are sub-folders contained
within these folders.

If you left-click with your mouse on a small arrow,
the folder next to it will expand to reveal its subfolders.

However, it won’t display any document templates
which may also be contained in the folder. These are
displayed in a separate panel to the right of this screen.
This is discussed in more detail below.
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8. When you select a folder using the mouse, any document templates or sub-folders
contained in that folder are shown in the large panel to the right.

In the picture below, the folder labelled Pan London Forms, which itself is a sub-folder of a
folder labelled Referral Forms, contains the Pan London Suspected Cancer document
templates. These are shown listed in the panel to the right of the folder list.
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EAGLE HOUSE SURGERY ‘ & Brain & CMS Suspected Canc...  Imported itern. Docurnent Termnplate 28-Feb-2016 Active
4 2 EAGLE HOUSE SURGERY 3 ‘ & Breast Suspected Cancer (T...  Imported itemn, Document Template 28-Feb-2016 Active
b [ drug changes = Childrens Suspected Cancer (... Imported itern, Docurnent Termnplate 28-Feb-2016 Active
I |5 EMIS Library & Gynaecology Suspected Can...  Imported item. Document Template 28-Feb-2016 Active
[ EMIStemplates -50004 & Haematology Suspected Can...  Imported item. Document Template 23-Feb-2016 Active
[] EMIStemplates -5407 & Head & Meck Suspected Can...  Imported iterm, Docurment Template 28-Feb-2016 Active
I [[Z ENF Global Documents &' Lower GI Suspected Cancer ... Imported itemn, Document Template 01-Mar-2016 Active
[ Enfield memory Senvic = . .
= = Lung 2WW Suspected Canc...  Imported itern, Docurmnent Temnplate 28-Feb-2016 Active
[7 helen I & Ophthalmology Suspected C...  Imported item. Document Template 28-Feb-2016 Active
[ Margaret & Sarcoma Suspected Cancer (... Imported item. Docurnent Termplate 01-Mar-2016 Active
[ Marie Letters. = Skin Suspected Cancer (TEST)  Imported itern, Docurnent Termplate 01-Mar-2016 Active
I [ Medical Secretaries & Upper GI Suspected Cancer ... Imported itemn, Document Template 28-Feb-2016 Active
b l[2 PCRresearch 2 Urology Suspected Cancer (... Imported iterm, Docurnent Template 28-Feb-2016 Active
[ Practice Letters al [
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(1 Community |
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M —va
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= ——

The following discussion explains how to import the files from the folder you downloaded
from the Pan London Suspected Cancer referral forms website into EMIS Web.

9. In order to import the form document templates into EMIS Web as shown above, you
first need to select one of the EMIS Web document template folders on your system. This
folder will be used to contain the form document templates.

If you don’t select an EMIS Web document template folder, you are not given the option to
import files.
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In the example below, the button on the menu ribbon towards the top of the screen
labelled Import is disabled and cannot be selected. This is because an EMIS Web document
template folder has not been selected—the surgery name rather than a folder is selected.
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Born  02-Jan-1900
Isual G MARKS,

¥+ Inactive ¥ TEST, Dummy (Mrs)

Cocument Templates | Library Ttems | 1 | |>| Marne
EAGLE HOUSE SURGERY [ drug changes
4 2 EAGLE HOUSE SURGERY (1 EMIS Appointrment template fol
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10. When you select an EMIS Web document template folder, the button labelled Import is
enabled.
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11. You can now click on the Import button.

Formularies  Concepts  Recall Schedules

40 ¥ Activate M

. B Deactivate Document E"

Folder

Search s

-

P4 Archive

Template Vie

12. You are given the choice of importing either an entire folder or just a single document
template (.ewdt file).

If you import a single document template, the template is placed within the EMIS Web
document template folder you originally selected.

If you import an entire folder, it becomes a sub-folder within the EMIS web document
template folder you originally selected. This sub-folder will contain all the files you have
downloaded.

13. You will now be able to select the file or folder you wish to import. This must be located
somewhere on your computer. If you have been following the instructions in this document,
you will find the files located in a folder on your Windows desktop named Pan London

Forms.
7 0pen =k
G( )’v | .~ Pan London Fatms - & I Search Pan Londan Forms ¥2) e @®
Organize *  Mew folder HeE = ED "é‘
i~ - . "
X Favorites Name Date modified | Type | Size | |
B Desktop ] Brain # CMS Suspected Cancer (TEST).ewdt Z6/02[2016 09136 EWDT Filz 44 KB
& Downloads | Breast Suspected Cancer (TEST).ewdt 26/02}2016 09:37 EWDT Fils T2 KB
1 Recent Places = Bb Reports -1 (1) Tasks - 1
8] Childrens Suspected Cancer (TEST), ewdt 28/02/2016 0937 EWDT File 42 KB
= =
) ¥ ynascology Suspected Cancer (TESTh.ewd:  28/02/2016 09:38 EWDT File 45 KB Daiaiizd Status =
& Libraries 15-Feb-2015 active
= | Haematology Suspected Cancer (TEST).ewdt  28/02/2016 09:46 EWDT Fils 45 KB
=5, Documents = 02-Mar-2015 Active
‘[ Music 4] Head & Meck Suspected Cancer (TEST).ewdt Z6/02[2016 09145 EWDT Filz 44 KB
" 01-apr-2014 Active
=] Pictures || Lower GI Suspected Cancer {TEST).ewdt 28/02/2016 09:48 EWDT File 49 KB
B vid 2 14-Feb-2016 Active
CE0s 18] Lung 2w Suspected Cancer (TEST). ewdt 28[02/2016 09:49 EWDT Filz 45 KB
. 21-Aug-2014 Active
_ || ophthalmology Suspected Cancer (TEST) ewdt  28/02/2016 09:49 EWDT File 163 KB
/M Computer 15-Mov-2014 Active
B M| Sarcoma Suspected Cancer (TEST) ewdt 01/03/2016 19:30 EWDT File SOKB -
sy Local Disk (C:) = 15-Dec-2014 Active
RECOVERY (D) 8] skin Suspected Cancer (TEST)Lewdt 01/03/2016 19:39 EWDT File 49KB
P i " 09-ALg-2013 Artive
S My Web Sites on M || Upper I Suspected Cancer (TEST).ewdt 28/02/2016 09:51 EWDT File 46 KB
02-Sep-2014 Active
8] Uralogy Suspected Cancer (TEST). ewdt 28/02/2016 09:51 EWDT File 42 KB
€ Hetwork 12-0ct-2014 Active
18 5907-PAERS-01 = 16-Dec-2014 Active
J I J 01-Apr-2014 Active
File name: | |[EMISWWeb Document Template =
I 16-Dec-2014 Active =
cveer_| |
%
= T AN
[ Review Letters
[ Solifenadn
[ tracy
- i unplanned admission template Plesse selact anam
£} HigherLevel GP(SJR00Z) | RUBENSTEIN, Ian(Dr) | EAGLEHOUSESURGERY | -« available

14. Select the file or folder you wish to import and click on the button marked Open.
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15. The document template or folder will appear on your EMIS Web system, stored within
the EMIS Web document template folder you originally selected.

You have successfully imported your document template.

Altering a form

The Pan London forms are semi-protected, which means you can use form elements such as
check boxes but still alter most of the text in the document without disabling form
protection.

You will need to alter the form document template because EMIS Web does not have the
ability to add your surgery’s bypass telephone number (your surgery’s private number,
which is not for general release).

Of course, you can do this once you have generated a referral form. However GPs would
have to do this each time they made a referral.

4l

BT OO0 -
wp

If you open the form document tieafon
u u u A
L &b Fing Patient Configuration Modules =
template from the Template
85 ce-sion D .I;l_([ Organisation Conhgurabion
Manager screen you can enter the .{/_:) B Manage Users, Teams, Security . fite
surgery bypass number into the fﬂﬁ'} Care Record ' 5, Fomuiary Mz -
document and save it. TR @ Create and Edit Formularies
L:‘ worlflow ¢
. . . . Template Manager
This will then display each time the ﬁ Internal Email r Templates and Protocels
document template is used to B rei o ’ Concepts Manager
generate a referral form. = Appointmen Concept Management
- . i
. . . Registration 4 Recall Schedules =
See picture right, which shows how to < =
— _ o _ Recall Schedule Management
bring up the Template Manager L_fJ Patient Administration  + ory
screen. @ Reporting . nal
I /!
E:)j Configuration H =
f System Tools v st
= External Links ¢
@ Help |EYExit |
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Open the required form document template from the Template Manager screen by right-

clicking on it with the mouse and choosing menu item Document Template and then menu

item Edit from the pop-up menu.

,-7:‘»\‘ BAaZ2&8 8 O - s EMIS Web Health Care System - EAGLEHOUSE SURGERY - 5407 — X
ems/
~—  Organisation | Templates | Formulan Concepts  Recall Schedules (2] .
e P 9 . E: = /B
O & *» P& -l - - S
o e e M S e e 2o 1y Bxport Hide  Show  TestRequest  EMIS
& Daste 03 Archive Archived Archived Template  Header/Footer
Add / Edit Template View Config
Mail Inbox - 431 (408) Report Management - 2  Test Reguests -6  Documents - 1 - 102 {102) Medicine Management - 8 (8) LabReports -1 {1) Tasks -1
Document Templates | Library Items 41 Name Description o Type Date Modified Status
¥
EAGLE HOUSE SURGERY %) Brain & CNS Suspected Canc...  Imported || Docuwm > | 2 view Active
4 2 EAGLE HOUSE SURGERY - % Breast Suspected Cancer (T... Imported i Status > | @ Print Doc Template Active
b [ drug changes % Childrens Suspected Cancer (... Imported i o o R Active
{7 EMIS Library % Gynaecology Suspected Can...  Imported i * é Export Active
Y C
(1 EMIS templates - 50004 % Haematology Suspected Can... Imported i oRY ETTpE e CTEDFZUTT Active
Paste
[ EMIStemplates -5407 % Head & Neck Suspected Can...  Imported i 5 emplate 28-Feb-2016 Active
v I ENFGlobal Documents % Lower GI Suspected Cancer ... Imported i 04 Refresh emplate 01-Mar-2016 Active
|1 Enfield memaory Senvic = {58 X
b I Fona # Lung 2WW Suspected Canc...  Imported il 5 properties emplate 28-Feb-2016 Active
17 helen % Ophthalmology Suspected C...  Imported item. Document Template 28-Feb-2016 Active
{1 Margaret % Sarcoma Suspected Cancer (... Imported item. Docurment Template 01-Mar-2016 Active
{1 Marie Letters. %) Skin Suspected Cancer (TEST) Imported item. Document Template 01-Mar-2016 Active
[ Medical Secretaries % Upper GI Suspected Cancer ...  Imported item. Document Template 28-Feb-2016 Active
[ PCRresearch 2 Urology Suspected Cancer (...  Imported item. Document Template 28-Feb-2016 Active
L. Practice Letters i {5
|1 QOFMasters _]
4 | Referral Forms ’ Brain & CNS Suspected Cancer (TEST)
5 Community General | History |
(1 London Cancer
v I London Cancer Forms IS Brain CNS Suspected Cancer (TEST)
(7 PanLondon Forms
[ Revised London Cancer Forms Type: Document Template -
4 |7 ScratchPad
I testimport Description: Imported item.
[ textboxes Version: Nf&
~ N il = =l
) Higher Level GP(SJR002) | RUBENSTEIN,Ian(Dr) | EAGLEHOUSESURGERY | o Available

Details such as surgery bypass telephone numbers can be edited without disabling form

protection.

When a form has been generated, you can alter most of the patient and practice details

without disabling form protection.

However, the clinical details section is protected.

In the following section you will be shown how to disable form protection so you can make

the form fully editable. However, you should note that you will have to re-enable form

protection once you have done this, otherwise check boxes and text boxes will not work.

How to disable form protection

1. You must have the Developer tab activated on your Microsoft Word Ribbon menu.

2. You cannot activate the Developer tab from a Microsoft Word document within EMIS

web. You need to run Microsoft Word as a separate application from your Windows Start

menu.
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3. Right-click with the mouse anywhere on a blank area of the Microsoft Word Ribbon menu below

any large buttons and select the menu option Customize the Ribbon.

Customize Quick Access T

Showe Quick Access Toolbfar Below the Ribbon

ow to unprotect aform sc st

Minimize the Ribbon

hone numbers and email addresses can be edited without

- A
2b 9 aapbcene | aspbooe AaBbC: &aBbCc %
= $§' Trormal | TMo Spaci.. Headingl /Heading?2 Change
Styles -
ragraph - e u
Add to Quick Access Toolbar,
I N T O I e 1] :l

You will be presented with the window shown below.

@ Customize the Ribbon and keyboard shortouts,

Choose commands fram: (i Custamize the Ribbon:

Custo]‘zations: Reset « | i
1

IPopuIar Cammands ;I IMain Tahs ;I
<4 Acceptand Move fo Next - Main Tabs
= align Left W Home
’,fj‘ Breaks » ¥ Insert
= Bullets » ¥ Page Lavout
= Center ¥ References
= Change List Level ¥ ¥ Mailings
S3 Copy ¥ Rewiews
& cut = W view
Defite Mew Mumber Format,., Document Wiews
o Delete Showe
j Draw Table Zoom
Drraw Wertical Text Box Window
Jil=d  E-mail Macros
¥ Find
Font it ¥ &dd-Ins
A Font., el - | [ Ian's EMIS Web Utilit)
A Fontcalor » R — | ¥ Elog Paost
Font Size = ¥ Insert (Blog Post)
# Format Painter [ Cutlining
A Grow Font ¥ Backaround Rephoval
_t;,) Hyperlink...
|AB' Insert Footnote
x% Line and Paragraph Spacing 3
B Macros
1 Mew
4 Mew Comment
] Mext
= Numbering 3
_J] One Page
|5 Open Mew TAb | Mew Group I Rename...
#1 Open Recent File... _'I

4. The box to the right of this screen allows you
to customise the ribbon. Highlight the Developer option. Enable the
Developer tab by clicking on the small check box with the mouse.

W wiew
ﬂ Developer

v add-Ins
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5. Next, close this window by clicking on the button labelled OK, located at the bottom-right
of the window.

W &dd-Ins

[V Tan's EMIS WWeb Utilities [Custam)
¥ Blog Post

[V Insert [Blog Post)

¥ Qutlining

¥ Background Removal

Mews Tab | NewGroupl Rename..,

Customizations: Reset = | i
Irmpor/Export * | i

Cancel
.

6. The Developer tab has now been enabled in Microsoft Word on your computer (see
picture, below)

Howy to install the London Cancer 2 Week YWait Forms.doce -

Page Layout References Mailings Fewiewy Wik

. ™ - - Aal e L iF = *,"5
12 A oA Aa ¢ B - el B -’-'-‘I’ T LaBhi

¥

;X X '3'3”?'&* E = == $=' T Marm
Font - Paragraph u

7. Click on the Developer tab (ringed in the picture above) to display the Developer ribbon
menu (see picture, below)

Harmne Ihsert Page Layout References Mailings Review Wi Developer Tan's EMIS Weh Utilities
| ﬁ = P Record Macra =] Aa Aa|=| B Design Mode E E5 Schema E (] J oﬁ
= =5 L) =L 7 i
=l =3 1@ Pause Recarding =agr _35 ﬁ |_—f| EE[ Properties 3 Transformation -
Wwisual Macros . Add-Ins  COM - . Structure . X Block  Restrict | Document Document
Easic A Macro Security AddIns | M G- Ig{ Group - g Bxpansion Packs | aithors - Editing | Template  Panel
Code Add-Ins Controls HMAL Frotect Templates

=
I Y S R N T T N N N RS KRS I - S RS - TS SR Y S F A s |

8. Having activated the Developer ribbon menu, it will be available within document
templates being edited from within Microsoft Word running under the control of EMIS Web.
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9. You are now ready to disable protection for an EMIS Web document template.

First, you must open up the document you wish to alter from the Template Manager screen
in EMIS Web. Choose to edit the relevant document template (see picture, below).

\ ~ f & E 5 2 O - s EMIS Web Health Care System - EAGLEHOUSE SURGERY - 5407 - X
Organisati Templ Formulari Concepts He®
A Y g bctivate | X
‘;I }fCo o Deactivate }?:Ex rt 5 I! S/
Edit Properties P Gearch View Prnt = <L JR ide  Show  TestRequest  EMIS
Paste = 4 Archive wed Archived Template  Header/Footer
Add / Edit Template Config
Mail Inbox - 431 (408) Report Management -2  Test Requests -6  Documents -1 GP2GP - 10 02) Medicine M: ent -8 () LabReports -1 (1) Tasks -1
Document Templates ILibrary Items I 4 I > Name Description \A Type Date Modified Status
EAGLE HOUSE SURGERY =) Brain & CNS Suspected Canc...  Imported i DR T}pl(e I Active
4 2 EAGLE HOUSE SURGERY Breast Suspected Cancer (T Imported i Status & Print Doc Template Active
I [ drug changes % Childrens Suspected Cancer (... Importedil = - = Active
== Cut
b {3 EMIS Library % Gynaecology Suspected Can... Imported i :‘ 5 ’g Export Active
- N C
I EMIS templates - 50004 % Haematology Suspected Can... Imported i e ETpETE TTEDZUTT Active
[ Paste
I EMIS templates - 5407 % Head & Neck Suspected Can... Imported i > emplate 28-Feb-2016 Active
¢ lf ENF Global Documents % Lower GI Suspected Cancer ... Imported B Refresh emplate 01-Mar-2016 Active
|1 Enfield memory Senvic - | - X
b I Fona % Lung 2WW Suspected Canc...  Imported il % properties emplate 28-Feb-2016 Active
I helen % Ophthalmology Suspected C...  Imported item. Document Template 28-Feb-2016 Active
(=1 Margaret % sarcoma Suspected Cancer (...  Imported itemn. Document Template 01-Mar-2016 Active
{7 Marie Letters. %) Skin Suspected Cancer (TEST)  Imported item. Document Template 01-Mar-2016 Active
b [ Medical Secretaries % Upper GI Suspected Cancer ...  Imported item. Document Template 28-Feb-2016 Active
b 5 PCRresearch 2 Urdlogy Suspected Cancer (... Imported item. Docurment Template 28-Feb-2016 Active
I Practice Letters J |
i1 QOF Masters |
4 | Referral Forms } Brain & CNS Suspected Cancer (TEST)
(= Communty General |Hist0ry|
i1 London Cancer
v I London Cancer Forms S Brain CNS Suspected Cancer (TEST)
{7 PanLondon Forms
(] Revised London Cancer Forms Type: Document Template -
4 |7 ScratchPad
[ testimport Description: Imported item.
[ textboxes Version: Nf&
L WA i d T b’ / _'J
O Higher Level GP(SJR002) | RUBENSTEIN, Ian(Dr) | EAGLEHOUSESURGERY | o Available

10. Once the template has been opened, click on the Developer tab to display the Developer ribbon

menu.
kailings Rewiews “Wiewe Deueluﬁe/r Tan's EMIS Web Ltilities A
4 & esign Mode E 5 Sthema 3 |E (W] .
d 5 Properties - 3] Transformation h '
- o Structure . ) Block |Restrict|| Document Document
L EGW'—”:' &= Expansion Packs | sy thors - |Editing || Template Panel
Contraols HhL Protect Templates
‘Sl et F ot B 13 e 1l 1 td2e 113 1 I peshrict Editing

Restrict how people edit or farmat
specific parts of the document.

You can prevent farmatting
changes, force all changes to be
tracked, or only enable
commenting.

gppearhere whenform is printed or print previews elected.

"NS CANCER REFERRAL FORM © Press Fitor more help.

lick here to “/IEW REFERRAL GUIDELIMES I
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Click the Restrict Editing button. A panel is displayed to the right of your document.

S s
= 2 o
Re_st_rict Docurnent
Notice the button at the bottom of this panel I:"t'”g Templat::ml

labelled Stop Protectiqn. Click this button to turn - I 1 [f;| Restrict Formatting and Editing  ~ X

“ | Your permissions

protection off.

This document: is protected from
unintentional editing,

‘fou may only Fill in Farms in this region,

Restrict Formatting and Editing ~ X
1. Formakting restrictions
Limit Formatting to a selection of styles
Settings...
2. Editing restrictions

w| allow anly this type of editing in the

document:
Filling in Forms - (: \ Stop Prokection
Select sections. .. '
3. Start enforcement
Are you ready ko apply these settings?
{¥ou can turn them off later) When you do this, the panel alters, giving you the option to

Yes,

start Enforeng Profction <— ve_enable protection when you need to. You can now make
as many changes as you wish to the document. When you
have finished, you will need to re enable protection.

See also

Bestrick DEFMISSOn. .. 11. Restoring protection is the reverse of the process

described above.

Restrict Formatting and Editing ¥ X Note the item labelled Editing restrictions in the panel (see
1. Formatting restrictions

picture, left).
Lirnit formatting to a selection of styles

It is important that the check-box below it labelled Allow only

2. Editing restrictions this type of editing in the document is checked and that

v Allow only this type of edting in thd
document:

Filing in forms

Filling in forms is shown in the box below it.

Click on the button in the panel to the right of your document
labelled Yes, Start Enforcing Protection.

3. Start enforcement

Are you ready to apply these settings?
(You can turn them off later)

Yes, Start Enforcing Protection

See also

Restrict permission....
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This will display a dialog box asking you if you would like to add a password (see picture,
below).

Start Enforcing Protection ﬂ E |

Praotection method

¥ Password

(The document is not encrypted, Malicious users can edit the
file and remove the password.)

Erter new password (optional): I

Reenter password ta confirm: I

" User authentication

(Authenticated owners can remove document proteckion, The
document is encrypked and Restricted Access is enabled. )

Ik I Cancel

You will not be using a password, so keep the password boxes empty and just click on the
button labelled OK.

Your document is now protected and check boxes on the form will respond to mouse clicks
as expected.

How to produce a referral form for your patient

1. When you wish to use one of the forms to refer a patient, you need to create a new
document within your patient’s medical record from the Documents screen in EMIS Web.

Click on the Add button on the far left of the EMIS ribbon menu.

Choose menu item Create Letter from the/drop-down menu.

HLEETOEO ) EMIS Web Health Care Sysfem - EAGLEHOUSE SUF

Summary  Consultations  Medication  Proble Investigations  CareHistory Diary | Documents | Referrals

(F1 Y &8
€ Delete X -
Add | List lore  Full Screen Filters Search || View/Print Export CR
. %1 Sharing ~ | Attachmel Aitachments = . View . Config
Create Lefter View Filter Print Config
Attach Document R - 141 Test Reguests - 22 GP2GP - 53 (52) Mediche Management - 10 (10) Tasks -5 (1
Code B-May-196 0 ale pod
Allergy RUB : D
Consultation * || Document Type | Docurrent Tite | IL
Referral 3 i i g —
. Cornrmunity referral docurment GP Enfield Community .. GP Enfield Co
Data using Template Cammunity referral document GP Enfield Community ... S
Diary Entry Referral to hospital-based podiatry service  HOOF Wizard WF -
ate
Test Request Y| Referral for further care Referral for further car... o T
B e |
Fit Mote v | Referred to District Nursing Service Intermediate Care Ref.., =
= Format |
g 26-Feb-2015 Il Referred to District Nursing Service District Murse Referral ...
Filename |
3 | 26-Feb-201s I Adrinistration 24 Hour ECG NMH 'WF
% 25+Feb-2015 0 2 week rule referral - gynaecology Tt SIe
< |l serahoonis i pafareal to nalistive cara carira Fiictirian WA Person
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2. A dialog box appears which contains a list of the most recently opened documents.
Click on the search button.

GaBP/EEBEOTO ) -
1L
= Summary  Consultations Medication Problems  Investigations CareHistory Diary | Documents | Referrals He@®

- [
ad X Delete List Explore  Fu

F+1Sharing = || Attachments Attachments

Add/Edit View

v £ @@iﬁ%

Filters Search ViewlPrint Export

Canf ig

Filter Print Config

Report Management - 1 SCR - 144 Test Requests - 22 GP2GP - 53 (52) Medicine Management - 10 (10) Tasks -5 (1) Mai Inbox - 229 (209) ks Waiting

T A

¥ MOUSE, Mickey (Mr)

New Patient Letter

Please select either a blank docurnent ar a template from

» | Date ‘ ‘ Document Type the list below, or find the template you wish to use. e —_— N
27-Feb-2015 1 Community referral docume » nfield G ity Referral Form (: dard NHS La...
27-Feb-2015 0 commurity referral docurne BCFH Cardiac WE e
27-Feb-2015 E Refiemal o hespitabbased B0 | ooy o dioiogy Direct Access Form WF AR
26-Feb-2015 Referral for further care

o 0 Refored to Dt Brain & CNS 2WW EAGLE Community referral document

- 26-Feb-2015 F Referred to District Nursing Brain & CNS 2wy referral form (London Canc... hat Rich Text Format

£ || 25-Feb-2015 Referred tao District Nursing

£

L Brain & CNS 2w referral form (London Canc... ame Community referral document MOUSE, Mickey
26-Feb-2015 I administration

2 Breast 2WkRef WF 215.0 kb Pages 1

E 25-Feb-2015 I 2 week rule referral - gynagt Breast 2WW EAGLE b

- 25-Feb-2015 U Referal to pallative care se Breast Clinic and 2WW referral form (London C... L rtment

= 24-Feb-2015 0 Letter sent 0 outsids age Breast Clinic and 2WwW referral form (London C... -

Tan- i men B

T | z2en-2mas (] Letter sent to patisnt Childrom 2w EAGLE a5 | j

S || 21-Jan-2015 Il Letter sent to patient

[5
07-1an-2015 2 wieek rule referral - braas!

z 0 _concal | Bt +

o 07-1an-2015 I Refer to district nurse

|| 22-Dec-2014 Letter sent to patient Cervical Screening incid. ..
E o P s Edit Links #

5 13-Dec-2014 0 2 week nule referral - chidren Children's Cancer 2.,
13-Dec-2014 0 2 week e referral - brain Brain & CHS 2WW refe...
12-Dec-2014 I 2 week e referral - chidren Children's Cancer 2w,
21-MNov-2014 0 2 week rle referral - breast Breast Clinic and 2WWw...

0 s MOUSE, Mickey (Mr) 8 oy
10-Sep-2014 Administration Witamin D Letter + Pre. ., _ ‘ ® On Statin - requires monitoring )
fala} 014 in} it Olott fa

- £ Higher Level GP(SIR002) RUBENSTEIN, Ian (Dr) EAGLEHOUSESURGERY | | ® On ACE or ARB - requires monitar. . &)

one] 8 & © €[ ] k

N 16:44
o 1) 04032015

3. You are presented with a new screen. This has an EMIS Web folder list displayed on its

right hand side, enabling you to select the form you wish to use (see picture, below).

Alternatively, type the name of the form into the search box in the top left hand corner of

the screen and click the search button.

" Find Document Templates

Find document template or use the hierarchy to browse

[b-]

= E Letter Re Patient with History and Meds
= F BCFH Cardiac WF

% G 24 Hour ECG NMH 'WF

% H BCFH Cardiology Direct Access Form WF
= 1 Colorectal 2WWwW EAGLE

Podiatry Eligibility Score WF
Gynaecology 2WW EAGLE

PoLCE Application Form ENF 2015 v2 B

Exercise ECG NHM WF
Podiatry Patient Details WF
) P Health Trainer WF

R Skin 2WW EAGLE

Combined Antenatal Referral Farm WF

& W District Nurse Referral Farm WF

= W Wheelchair WF

&) ¥ Consent Form WF

2 Y NMH X-ray Request WF

% Z eGPR_IR

% 0 Bandoc

Z 1 Lung 2WW EAGLE

= 2 Breast 2WW EAGLE

%) 3 Diabetic eye screening referral NMH
%' 4 Retinal Screening WF

% 6 Audiclogy Enfield WF
' 7 Rapid Access Chest Pain Clinic WF

Intermediate Care Magnolia Unit Referra...

) Q GP Enfield Community Referral Form (Sta...

% S NMUH Referral Form EPAU Aug 14 ENF 2.

Ci U Adult social care referral from - Enfield C...

2 S Diabetic eye screening referral NMH ENF...

A | Hierarchy I Preview |
& EAGLE HOUSE SURGERY
4| PanLondon Forms
| %) Brain& CNS Suspected Cancer(TEST)

%) BreastSuspected Cancer(TEST)

% Childrens Suspected Cancer(TEST)

%) Gynaecology Suspected Cancer (TEST)
Haematology Suspected Cancer (TEST)
%) Head & Neck Suspected Cancer (TEST)
% LowerGI Suspected Cancer (TEST)
Lung 2WW Suspected Cancer (TEST)
Ophthalmology Suspected Cancer (TEST)
%) Sarcoma Suspected Cancer (TEST)
= Skin Suspected Cancer (TEST)
=) UpperGI Suspected Cancer(TEST)

% Urology Suspected Cancer (TEST)

KERERRERREEREKRERRKREERRKRERERREERRRERRRER

K

OK Cancel I
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4. When you have found the form you wish to use, select it and click on the button labelled
OK to open it. You are then presented with your form.

5. The patient and practice details will have been pre-filled, including such items as the
referral date, the name of the referring doctor and routine clinical details such as the
results of any required investigations, current repeat medication, allergies and major
medical problems.

6. You should always review the routine clinical details before sending the form off.
Delete any irrelevant details and make sure that everything required for the referral has
been placed on the form.

Sending your form: fax or email?

It is NHS policy that all forms will be sent via email or by e-referral instead of fax by April
2016.

Each Pan London suspected cancer form has a web link to an on-line directory on the first
page of the form. The directory lists the hospitals/trusts together are available to take your
referral. Full contact details are provided.

Contact details can be copied onto the form using standard Microsoft Windows copying and
pasting and can also be pasted into Microsoft Outlook in order to email the form.

SECURITY NOTE:
1. Only send forms from a secure (nhs.net) email address.
2. Only send forms to a secure (nhs.net) email address.

Emailing your referral form

EMIS Web has the facility to allow you to send forms or any other document by email.

You must have Microsoft Outlook installed on your computer. Ideally your surgery should
have a referrals email account. This is a general account not specifically attached to one
individual.

You will need to know the email address of your referrals account and its password.

These details need to be added as an account to each copy of Microsoft Outlook on every
computer in your surgery.

If EMIS Web and Microsoft Outlook have been set up correctly emailing forms is very
simple, though there are some bugs in EMIS Web you need to be aware of.
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Setting-up Microsoft Outlook

In order to do this you must have Microsoft Outlook W et vora 200 .
installed on your computer. T oo .
If it has been installed you will be able to find it by @Winzmse“mcw
clicking on the All Programs menu item from the e

Windows Start menu. | rocepac .

DebugFormsLauncher,exe -
Shaorteut

P.

Microsaft PowerPoint 2010 3

)

2% )f) Paint »

BE FlashBack Standard 4 Recorder

e

Formsiizard.exe - Shortcut

W Microsoft Oublook 2010 3
—

o

A\ Microsoft Excel 2010 3

a Caloulator
&} Farms Wizard

3 All Pragrams

w
emis2000
Documents
Pictures
Iusic
Computer
Cortrol Panel
Devices and Printers

Default Programs

Help and Support

I Search programs and files LE_"J Log off | B

, Dr QuickMotes Lkd
You will be presented with a list of all the programs = &5

) ezvid
installed on your computer. | Forms vizard

| aames

) Gemalko
Microsoft Outlook is part of the Microsoft Office 2010 | sooge chrome

) Google Earth

suite of programs and can found by clicking on the folder || mstal creator
Java

marked Microsoft Office (see picture, right). . Juniper Networks

. Macrium

. Maintenance

| MchAfee

| Mcafes

| Mead & Company

Click on this in order to run Microsoft Outlook.

If this is the first time Microsoft Outlook
has been used, it will open a software

, Microsoft Mouse and Keyboard Cente
I Dffice
@ Microsoft Access 2010

e
w4
ernis2000

Dacurments

Pictures

Music

Computer

Contral Panel

r Devices and Printers

Default Programs

Help and Support

“wizard” which will ask you if you wish (] Microsoft Excel 2010
|l Microsoft InfoPath Designer 2010
to add an email account. (1] Microsoft InfoPath Filer 2010
[N] Microsoft Orehlate 2010
. . 0| Micrasaft Cutlook 2010
You must have the following details to hand [B] Microsoft PowerPoint 2010
|£_ Microsaft Publisher 2010 |-
. . . 5| Microsoft SharePoint Workspace 2010
1. The email address you will be sending referrals E et v
from | Microsaft OFfice 2010 Tools
* J Microsoft Office Taols ;I
2. The password for this email account. a9 Ed

I Search programs and Files

Input the details when requested and your email account

@J Log off |

il

will be ready for you to use. |f.-'5tart nJJ|
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If the wizard does not run, you can add an account manually very easily.
Click on the File menu option.

Outlook Today - Microsoft Outlook = BP £

Send / Receive Folder WView McAfee E-mail Scan e

Home

Account Information

- Mo account available. Add an e-mail account to enable additional features.

Info < & Add Account
Open
_ Account Settings

Print QLH Maodify settings for this account and configure additional connections,

Account
Help Settings ~
] Options
B Exit ‘ Mai\pox Cleanup

53 Manale the size of your mailbox by emptying Deleted ftems and
archivig.
Cleanup
Tools

Click on the button marked Add Account and you will be taken to a screen that allows you
to enter your email account's details.

You will be presented with the following window (see picture, below)

Add New Account x|

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

Your Name: I

Example: Ellen Adams

E-mail Address: I

Example: ellen@contoso.com

Password: I

Retype Password: I
Type the password your Internet service provider has given you.

" Text Messaging (SMS)

¢~ Manually configure server settings or additional server types

= Back | It = | Cancel I

You will need to enter your account details in the relevant sections. Note that the email
address of the account you are setting up is entered on the second line. The first line is for a
descriptive name. You need to enter the account’s password twice.
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Add New Account

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

Click on the button marked Next.

Outlook will take a few seconds to set your account up

Add New Account

Eventually you should see the following screen indicating your email account has been
successfully created in Microsoft Outlook.
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Add New Account

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+/  Establish network connection
«~  Search for eaglehousesurgery.referrals@nhs.net server settings
+ Logon to server

Your e-mail account is successfully configured.

™ Manually configure server settings

Add another account... |

= Back

Cancel |

You are now ready to send emails with file attachments from your computer.

EMIS Web should be able to open up Microsoft Outlook and attach a document previously

saved in a patient’s medical record to a blank email. This can be sent to the relevant hospital

trust.
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Sending an email attachment using EMIS Web

In principle, this can be done when you save any document you have created.

Before you do so, however, you should copy the email address of the hospital trust you a
sending the referral to.

re

The list of hospitals you are able to refer the patient to is accessed via a web link on the

form.

Hold the control key down while you click on the link (see picture, below).

\

— \
e W T e W R S TS W AR T N WG T I S O S PO T e o

Fatientand general praciceidentifiers appearhene whenform is printed or priNg previews elected.

LI e

SUSPECTED BRAIN & CNS CANCER REFERRAL FORM
Pressthe <Ctrl= key whilevou click hereto the Pan London Suspected Cancer Referral Support Guide
REFERRAL DATE: 03-Mar-2016

Please email or send e-referral within 2{ hours.
Fax is no longer supported due to patient safety and cynfidentiality risks.

Mail Merge Fields

Press the <Ctrl= key while you click here to view the list of hospital s vou can refer to

Copy the hospital details from the webpage and paste them onto the line below.

R

The list will be opened in your browser. What you see depends on the capability of your

browser.

1. If you are using Internet Explorer version 8 or earlier (or older versions of FireFox or
Opera) you will see the following screen (see picture, below)

;_é C:Users'emis2000%Desktop’,Pan London Hospitals'Brain and CNS.html - Internet Explorer, e... [l[=] B3

——

Iél C:\Userstemisz000iDest ;Dj *4 | = CiUserstemisz000\Deskboph,., * I Tt 5 o

(ol

o s [=wra]

n e >
= a Service Types - Tuberculosis Suggested Sites - a Indigo 4 tQuest RequestF.., i Open Exeter

LONDON HOSPITALS TAKING REFERRALS FOR SUSPECTED -
BRAIN AND CNS CANCER  usefui tio

Sometimes hospital contact details change faster than we can keep up with them. So when you've
sent your referral off, follow it up to make sure it's been received.

Barnet Hospital mailto: RF-ir bcf2weekwaitreferrals@nhs. net
tel: 020 7433 2973/4
faxe 020 7433 2950M

Central Middlesex Hospital mailto: Inwh-tr.CanceriMdt@nhs.net
tel: 020 8235 4293
fax: 020 8235 4188

Charing Cross Hospital mailto: 2WWSMH@IMPERIAL NHS. UK
tel: 020 3312 1527
fax: 020 3312 1580

Chase Farm Hospital mailto: RF-ir bef2weekwaitreferrals@nhs net
tel: 020 7433 2973/4
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Using the mouse, select the hospital you wish to refer the patient two by clicking to the left
of the hospital name, holding the left mouse button down and dragging the mouse the right
to select the entire line (see picture, below)

LONDON HOSPITALS TAKING REFERRALS FOR SUSPECTED
BRAIN AND CNS CANCER  useful ip:

Sometimes hospital contact details change faster than we can keep up with them. So when you've
sent your referral off, follow it up to make sure it's been received.

mailto: RF-tr bcf2weekwaitreferrals@nhs.nef]
tel: 020 7433 2973/4
fax: 020 7433 2950/1

Having selected the entire line, right-click with your mouse and choose menu option
Copy from the pop-up menu (see picture, below).

tel: 020 7433 2973/4
fax: 020 7433 2950/

Central Middlesex Hospital m  Selectall
tel: 020 8235 4293 Print...
fax: 020 8235 4188 Print preview. ..

You can now close your browser down and return to the form.

2. If you are using Chrome or Internet Explorer versions 9 or later (or updated versions of
FireFox or Opera) you will see the following screen (see picture, below).

LONDON HOSPITALS TAKING REFERRALS FOR SUSPECTED BRAIN AND CNS CANCER ueeu i

Select your hospital from the list or search on text using the search box below.

Search: |
Select hospital to refer to: Selected hospital:
01. Barnet Hospital oo
02. Central Middlesex Hospital A Hospital: [Bamet Hospital
03. Charing Cross Hospital email: [RF-tr.bcf2weekwaitreferrals@nhs.net

04. Chase Farm Hospital

05. Chelsea and Westminster Hospital 5
06. Croydon University Hospital Fax: 0207433 295011
07. Ealing Hospital Notes:
08. Epsom Hospital

09. Guy's & St Thomas' NHS Foundation Trust
10. Hammersmith Hospital

11. Hillingdon Hospital

12. Homerton Hospital

13. King George Hospital

14. Kings College Hospital

15. Kingston Hospital — e ——
16. Lewisham Hospital Copy hospital to P

17. Mount Vernon Cancer Centre

18. Newham Hospital

19. North Middlesex University Hospital
20. Northwick Park and St Marks Hospitals
21. Princess Royal University Hospital

22. Queen Elizabeth (WOOLWICH)

Tel: [020 7433 2973/4
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Select hospital to refer to:

01. Barnet Hospital

03. Charing Cross Hospital

04. Chase Farm Hospital

05. Chelsea and Westminster Hospital

06. Croydon University Hospital

07. Ealing Hospital

0&. Epsom Hospital

09. Guy's & St Thomas' NHS Foundation Trust
10. Hammersmith Hospital

11. Hillingdon Hospital

12. Homerton Hospital

13. King George Hospital

14. Kings College Hospital

15. Kingston Hospital

16. Lewisham Hospital

17. Mount Vernon Cancer Centre

18. Newham Hospital

19. North Middlesex University Hospital
20. Northwick Park and St Marks Hospitals

22 Queen Elizabeth (WOOLWICH)

If you can’t find the hospital easily in the list, use the search box to help you find it more

quickly (see picture, below).

Select your hospital from the list or search on text using the search box below.

02. Central Middlesex Hospital ~.

21. Princess Royal University Hospital o

Search: |

The contact details of the hospital you
have selected appear in the box on the
right-hand side of the screen (see
picture, right).

Click the button labelled Copy selected
hospital to Windows clipboard. This will
copy the hospital name plus the email
address only (see picture, below).

Select the hospital you wish to refer the

patient to from the list on the left hand side of

the screen (see picture, left).

Selected hospital:

Hospital: [Barnet Hospital

emalil: [RF-tr.bcf2weekwaitreferrals@nhs.net

Tel: |020 7433 2973/4

Fax: 020 7433 2950/1

Notes:

Copy selected hospital to Windows clipboard

Selected hospital:

e from webpage

ital

|

Is@nhs.net

ter Hospital
pital

S Foundatior

< =Barnet Hospital RF-tr . bof2weekwaitreferrals@nbs net > =

has been copied to vaur Windows clipboard and can now be
pasted inko wour Form,

Somekimes hospital contact details change Faster than we can

keep up with them. So when you've sent your referral ofF, Follow
it up to make sure it's been received,
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Having copied the required details and depending on the capability of your browser, you
may be offered the option to close the current tab.

Windows Internet Explorer

o The webpage you are viewing is trying to close the tab.

Do you want to close this tab?

If you select Yes, and there are no other tabs open in your browser, the browser will close
and you will return to your referral form. If there are other tabs open, you will need to
return to your referral form manually.

The referral form has a line into which you can paste the copied hospital details.

Right-click on the form in this area (see picture, below)...

PAN LONDOMNSUSPECTED BRAIN & CNS CANCER REFERRAL FORM

Pressthe <Ctrl= key whi u click here to view the PanLlondon CancerReferral Suppart Guide
REFERRAL DATE:

il or send e-referral within 24 hours.

Fax is no longer supportethdue to patient safety and confidentiality risks.
Press the «Ctrl= key whileyou click e to view the |ist of hospitals vou can refer to

Copy the hospital details from the webpage and paste them onto the line below.

| PATIENT DETAILS |

...and select the first choice from menu option Paste Options: from the popup menu (see
picture, below)

Born O1-Ape-1970 (45y)  Gender Female EMIS Mo, 27225

RANSFER, Annh (Miss)
GF MARKS, anthony (Dr)

[hsert Page Layout References kailings Rewiew Dewel{ Ties

od) ~|9 ~|A & |Aar BB ECECE GstnSpitoils AaBbC

U - ahe x, x° % A Heading 1
Font A Font.
I1IEI1I2I3I-4-I5|5|?|3|g|1u.ﬁ Paragraph... TR
[ | T T T T T T T T EE Eunets | 2 T
i= Mumbering | »
SUSPECTED BRAIN & CNS CANCER REFERRALFORN A, styies b
Pressthe «Ctrl= key whilevou click hereto the Pan London Cancer Refer @ H link
= CYPErinK. Llan-2016
Please email or send e referral within Look Up |
Fax is no longer supported due to patient safety an Sgnoryms 4
Press the <Ctrl= key while you click here to view the list of 55 Translate
Copy the hospital details from the webpage and paste Additional Actions »
PATIENT DETAILS CalibriE~ 9+ A o IE £
SURNAMIE: Test Tranzfer FIRST NAME: &nn TITLE: Miss B I U |%|a,y . & -
GEMDER: F DOB: 01-2pr-1370 NHS NO: Unknown




You can achieve the same result by pressing the keyboard combination Ctrl + V.

The hospital you selected, plus associated contact details, will now appear in the box on the
form (see picture, below).

SUSPECTED BRAIN & CNS CANCER REFERRALFORM
Pressthe <Ctrl= key whileyou click hereto the PanLondon Cancer Referral Support Guid

Press the <Ctrl> key while you click here to view the list of ho
Copy the hospital details from the webpage and past
Barnet Hospital RF-tr.bcf2weekwaitr

PATIENT DETAILS

P L §-— v e L mom omE— o e o owe

itals you can refer to

em onto the line below.
rrals@nhs.net

The hospital name and email address will remain on your Windows clipboard (provided you
don't copy anything else in the meantime), ready for you to paste it into the To line of your
email client. In EMIS Web systems this will typically be Microsoft Outlook.

Next, you will instruct EMIS Web to save the document and open Microsoft Outlook with
the document as an attachment, which can then be emailed.

You will be familiar with saving documents if you have used EMIS Web for a while.

Clicking on the File button, which is situated to the left of the document being edited, gives
you five different options.

In this case you will be choosing option Save As (see picture, below).

n 01-Apr-1970 (45y) o Female ENIS N 27225
¥ GP MARKS, Anthony (D)

T Inaxctive ¥ TEST TRANSFER, Ano (Miss)

Mail mm Fields Mome Tintet PageLyoit  Beferencet | MOBRQT Berew | View  Developer || Oetign L
Cadon Body) f12 e ELE.E iR ‘A/ ,% n
. A BZ U-exx % Exsam (5
— "’1 E=1 Paite ° Ak ‘ Quick Change toling
Fie Propertes v J A A At A A ‘Gt . ] Stytes = Styles
oo . fort . L 2 . yte

Bet

YO0 ENOKE "-1‘- v [ D O ) 3 A3 i Ve "

Save and Gose a1 pressthe <Cirbs ey while you click bere 1o the Pan London Cancer Referral Support Guide

Save Ao ’ ! REFERRAL DATE: 26-Jan- 2016
Sae | o Please emall/e referral within 24 hours.
Cowm ‘ Fax Is no longer supported due to patient safety and confidentiality risks,

TGN - Press the <Ctri> key while you click here o view the list of hospitals you cen refer to
Middle Name : Copy the hospital details from the webpage and paste them onto the ne balow
Sumame " Barnet Hosptal RF-tr. bef2weekwaitreferrals@nhs.net
Previous Sumame —
Tele Inal Last Name
Tite Last Name . PATIENT DETAILS
age SURNAME: Mouss  FIRST NAME: Micksy  TITLE: Mr
Date of Bath - GENDER: )2 DOB: 01-Apr-1970 NHS NO: Unknown
mu ETHNICITY: White Brtish - ethnic category 2001 census LANGUAGE: Main spoken language English
Dot of Aaghotation ! * ] inTerPRETER REQUIRED * ] mus.ao«t aiguuuo
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-
Document Properties X

Document Type |Letter sent to outside agency j GQ|

Source | j ﬁl

Docurment Title |Mv Durnrny Referal Letter

picture (right). . [oemarz0s

You will be presented with

the dialog box shown in the

Persan |
Check the box labelled Send
Department I
email. _
\ ™ Create consultation for letter
¥ Send email oK Cancel

When this is checked, clicking on the button marked OK should save the file, open Microsoft
Outlook and then open up a blank email with the document attached (see picture, below)

M| d . = Esading : wetk rule refermal - colorectal TEST, Dusnmy (Mr) 1151 10-han- 2005 Pt - Messuge [Plain Test) = 5
Inzest Sptions Format Tet Aevea 7]
- A & -1 ] iﬁs} !J L /':" ¥ Follow Up =
- — ¥ High Importance
Paste B F U \ = i Address Check  Artach Attach Sigaatune B
Book  Mames File Them= - B LasBnporance
pbanrd C Bngis Tt Includs Tag
e
Send =
SuEgect Ermaling, - Suspechad Eraen Canosr Refierral Form, MOUSE, Micory (Mr]) 1131 10-Jan 2016t

Aftached: 'd_:SJs:\-bebd EBrain Camomr Refizrral Form, MOUSE, Mickey (Mr] 1131 10-lar-2015.01

b ERL

Sottackesd 1 Suspected Erain Canosr Beflenral Form, MOUSE, Micoey (kir] 1131 !0~lar-2016rt

When Microsoft Outlook opens, place the mouse cursor in the box labelled To... then right-
click with the mouse.

| b ¥ | EMailing

il | Message Insert Cptions Format Text Rewview

iy

Paste , o B .
Clipboard -
Tow | /
=1 o
Send
Subject: EMailing: Suspected Brain Cancer Refg

Attached: _-'a_.ISuspE:tEd Brain Cancer Referral For

Attached: Suspected Brain Cercer Referral Form: MOUSE, Mickey [Mr)

Select Paste from the menu.
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The email address you copied from the form will then be pasted into Outlook.

Press the Send button to email the file to the hospital trust.

|ii| o9 /e & |5 Emailing: 2week rule referral - colorectal TEST, Dummy (Mrs) 1291 10-Jun-2...

ssage Insert Options Format Text Review

= A - " AW gg 0 AmachFie
—1 B 7 U |:i=-i= ik & Jm:hmm'
Paste MHames
- w- A EEE - | signature =
Clipbo.../ T Basic Text ] Include
v To,. | amet HosoRal RF-trbefweekwatreferraisnhs.net
Tt
Send fe.. |

Subject: | Emmeling - Suspected Bremn Cancer Reflerral Form, MOUSE, Madoey (] 1131 18-Jen 3006t

Atached: Lﬂswpa\:ud Eraiin Cancsr Raflerral Form, MOUSE, Micoey (Wr] 1191 10-fam-2006 0t

Acttachesd : Suspected Erain Camosr Refieral Form, MOUSE, Micoey (Mr] 1131 '0-larr2015rt"
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You can also email a file you have already created and saved from the Documents screen in
the patient’s medical record.

(« \ TGS - EMIS Web Health Care System - EAGLEHOUSE SURGERY- 5407 | Wiorkdiow Marager - o X
\em1 |—— |
S Summary  Consultations  Medication  Problems  Investigations  CareHistory  Diary | Documents | Referrals  Workflow Task 2] .
3L Delete . . - E & @ @ ﬁ%
Add List Explore Screen || Filters Search | \ew/Print Export
. +|Sharing ~ | Aftschments Attachments . View . Confg
Add/Edit View Filter Print Config

Report Management - 1 SCR - 155 Test Reguests - 22 GP2GFE - 51 (51) Medicinge Managernent - 11 (11) Tasks -2 Mail Inbox - 230 (210)

) _ 18-May-1965 (49y) r Male 1, 500000
¥» Active ¥ MOUSE, Mickey (Mr)
RUBENSTEIN, Ian {Dr})
#» | Date | | Docurnent Type Document Title | | li Detailed View »
|| 27-rak ; O Cinfimled i
27-Feb-2015 )G 2 e danmEn: = GP Enfield Community Referral Form (Standard NHS La...
27-Feb-2015 I cCommmunity referral documert
Delete Source
27-Feb-2015 I Referral to hospital-based podiatry se
Confidentiality 3 _| Date 27-Feb-2015
26-Feb-2015 I Referral for further care )
o ) ) - Type Community referral document
.|| 26-Feb-2015 [ Referred to District Mursing Service Wigw Document .
E Format Rich Text Format
g 26-Feb-2015 [ Referred to District Mursing Service Send Document
Filename Community referral document MOUSE, Mic
= | 26-Feb-2015 Il Administration Export Document ty ke
g 25-Feb-2015 I 2 week rule referral - gynascology Audit Trail e 2 I e L
% || 25-Feb-2015 I Referral to paliative care service Knaowledge Berson
o
Z || 24-Feb-2015 [l Letter sent to outside agency Wiew Original Document Department
® || 21-3an-2015 ] Letter sent to patient Diabetic Review Updat... Comments ﬂ
H =
S || 21-1an-2015 I Letter sent to patient Diabetic Review Updat. ..
[
= || 07-1an-2015 I 2 week rule referral - breast Ereast Clinic and Zww... e o
it Links
f 07-Jan-2015 I Refer to district nurse GP Community Referral...
. || 22-Dec-2014 Letter sent to patient Cervical Screening|incid. ..
z 0 P J Edit Links #
= || 13-Dec-2014 I 2 week rule referral - children Children's Cancer Fw...
13-Dec-2014 0 2 week rule referral - brain Brain & CMS 2wwirefe...
12-Dec-2014 I 2 week rule referral - children Children's Cancer 3w...
21-Mov-2014 I 2 week rule referral - breast Ereast Clinic and 2w, -
MOUSE, Mickey (Mr) # v
10-5ep-2014 Lﬂ Adrninistration Witamin D Letter H Pre... N N L
- @® On Statin - requires monitoring L2
— I L =TT | - I A Arrimicte aticus Aditarnin 01 ottar of Dro . . .
£ Higher Level GP(SJR00Z) RUBENSTEIN, Ian (Dr) EAGLEHOUSE SURGERY ® On ACES or ARE - reguires maritor.. &
| || | || | “ 17138
£ 7start @ﬂ x \Q G emis (304 A [ b 06/03/2015 -
Select the document using the mouse.

Right-click on it and choose menu item, View Document.
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The EMIS Web Document Viewer window will open, displaying your document, as shown in
the picture below.

Once it has opened, select and copy the email address you wish to use from the document.

26-2a0-2016 - 2 week rule refemal - bran
|| = = -
A cubamosy -2 4y Wy Ak BRI AE 2 SRR | % N
5 o a A v ERE ¢ AaBbCcD¢ | AaBbCelx AaBbCi |
' Paste 7 B 7 U - e x, x' w.-A- Esam Ee e - | tvomat [TNoSpac.. Headingl - i;‘:"q‘ taaing
> et >
Chpbamd . Font . Paragraph . Septes >
| DT TR N O .:’_"T"Tﬂgi“'-“",’_‘ SO AR08 OSONON JORCRY - ). ¥ TSRS * ZNNN ¥ RO 7 S | Sy T S A 5 L | 7?,
-
]
1 !
|
]l
B SUSPECTED BRAIN & CNS CANCER REFERRAL FORM
2 Press the <Ctri> key while you click here to|the Pan Londan Cancer Referral Support Guide i
REFERRAL DATE: 26-Jan-2016 %
Please email/e referral within 24 hours. 3
-1 Fax is no longer supported WHue to patient safety and confidentiality risks. | 2
—: Press the <Ctri> key while you click here to view the list of hospitals you can referto
-1 Copy the hospital details from bpage and paste them onto the ine beiow
|
g PATIENT DETAILS
: SURNAME: Test Transfer FIRST NAME: Ann TITLE: Miss
- GENDER: F DOB: 01-Apr-1970 NHS NO: Unknown
ETHNICITY: White British - ethnic category 2001 census LANGUAGE: Main spoken language English v
o * (] INTERPRETER REQUIRED * [_] TRANSPORT REQUIRED ;
- PATIENT ADORESS: Eagle Mouse Surgery, Enfield, Middlesex, EN34DN .
Page:Lotd | Weras1ms | (3 | 2T | @R 3 . w0 () U o
\ sed o[ Bgw | pot ||| cose | L

Expiort | | Prirt | | Cloze

via Ernail w

Direct Message \

Select the menu item via Email and Microsoft Outlook will open up ready for you to send

) 17:51
B TR 06,/03{2015 =

the attached document.
B9 & &« + |+ EMailing
Message Insert Options Format Text Reewiew
ey Cut R - =
B ’g’_ S TA A =i
paste b
aste o . B E |
- ;I"_n‘:':.{;',l-'u":[-‘_-l B I g " e =
Clipboard s Basic Text
T ||
.
Cc.. |
Subject: | EMailing: Suspected Brain Cancer Refe

ached: | ISuspected Brain Cancer Referral For

Attached: Suspected Brain Cencer Referral Form: MOUSE, Mickey [Mr)



Right-click anywhere in the box labelled To... and select menu item Paste.

| e 9 ™ &
| File_ Message Format Text
__‘I N -
Paste ' ' .1 -
- J rormat Fainter
Clipboard Basic Text
T0uss
(=1 e
Send !
Subject: EMailing: Suspected Brain Cancer Refe:
Attached: | @ Suspected Brain Cancer Referral For
Attached: Suspected Brain Cencer Referral Form: MOUSE, Mickey [Mr}

The hospital trust email address you copied will appear in this box.

¥
B9 0+ 9|

_File Message Inse

Options Format Text Rewiew

{=ies ] o
™ - Al 1
B o : ﬁ ke
Paste ) B I U by = = Addre
- J Book
Clipboard & M
To... Barnet Hospital RF-tr.bcf2weekwaitreferrals@nhs.net
a
— Cc..
Send .
Subject: EMailing: Suspected Brain Cancer Referral Form |

ached: @Smperted Brain Cancer Referral Form: MOUSE, Mickey

Attached: Suspected Brain Cencer Referral Form: MOUSE, Mickey [Mr)

Click the button labelled Send to send the email to the hospital trust.



