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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.

SystmOne has two different ways of handling referral forms. They both use Microsoft Word.
However the more modern method is to use what in SystmOne parlance is called
“integrated Word”. The older version is known as “non-integrated Word”.

This manual discusses how to install and use the older, non-integrated Word versions of the
forms.

The non-integrated word forms are provided as SystmOne mail merge Word document
templates (files with the extension .doc).

They contain special codes which interface with SystmOne.

Opening a template as a document within a patient’s SystmOne medical record will
generate a referral form, pre-populated with patient and practice details. GPs respond to
guestions 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 as
SystmOne mail merge Word documents.

This booklet explains how to correctly install the SystmOne Mail Merge documents 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 SystmOne, you will need to download the relevant
Word document file onto your computer.

These are available from the Pan London suspected cancer forms download site @ ]
here.

Breast
Please download these to any convenient folder on your computer, for example Clinic
your Winodws desktop (see picture, right). Sv;TlTiNE

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 SystmOne, they have to be installed into SystmOne first.

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 SystmOne permissions to do this.
You will have been assigned a SystmOne Role Based Access Control (RBAC) number.

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 SystmOne 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 SystmOne, they will be available to all users on your network.


http://www.londoncancer.org/media/110966/2015-02-27-london-cancer-final-release-emis.zip

Next, follow these steps...

1. The picture below shows part of the SystmOne home screen.
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Click on menu option Setup, which is located on the SystmOne Menu at the top of the

screen.
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2. Click on menu option Referrals & Letters and then menu option 'New' Word Letter
Templates.
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3. This will take you to the New Word Templates screen (see picture below)
There are are two panes on the New Word Templates screen:

The left hand pane allows you to find a letter template quickly by selecting the folder in
which it is stored.

The right hand pane displays a list of the templates contained in the selected folder.
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4. The next step is to import the new templates into the current list of active templates.

Click on the tab labeled New Template.

e
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5. This opens the New Mail Merge Document dialog box. This allows you to find the folder
containing the downloaded template files, which you should have downloaded onto your
Windows desktop (see picture below).
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6. Use the file explorer in the Select Document dialog box to find the folder containing your
downloaded file. If you have downloaded the Word doccument onto your Windows
desktop, click the button labelled Desktop and click once on the word document you wish
to import in order to highlight it.
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Finally, import the document you have chosen by clicking on the button labelled Select.

SystmOne will display a dialog box advising you that it is importing the document (see
picture, below).
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7. The form will be opened in Microsoft Word. Please note that SystmOne gives the
imported document its own name for internal reference purposes.

For example, the original file name of the document imported in the above example was
Breast Clinic SYSTMONE Nl.doc.

However, when it is imported into SystmOne it displays a different document name.

(w]| [ LN WR3166808 [Compatibility Mode] - Microsoft Ward

Home Insert Page Layout References Mailings Review View Developer
S L calibri 1 A A A | %) ==tz (ST | papbeede | AaBbCEDC
Paste o o B . A EEEE A= o i
'S¢ Format Painter B 7 U -abe x, X A E=E=E = Sy THNormal | T Mo Spaci.
Clipboard Font Paragraph

BREAST CLINIC REFERRALFORM |

Press the <Ctrl= kev while vou click on this link to VIEW REFERRAL GUIDELIMES
REFERRAL DATE: «Todays_
For all breast referrals-not only 2ww cancer referrals
For Choose and Book referrals. attach this template to a referral in Choose and Book withir

This is nothing to be concerned about. When you eventually save the document,
subsequent to importing it (discussed below), SystmOne remembers the original document
name and allows you to save it under that name.

8. However, before you do this you need to select the mail merge data source.

Click on the tab labelled Mailings on the Word ribbon menu
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REFERRAL DATE: «Todays_date»
For all breast referrals-not only 2ww cancer referrals
For Choose and Book referrals, attach this template to a referral in Choose and Book within 24
hours of creating the request - an appointment must be made for the patient before they leave
the practice.
Eress the <Cirl> kev while vou click on this link to WIEW LEAD CLINICIAN CONTACT INFORMATION
* Please ¥ the corresponding box for the hospital the referral is being made to and fax/send within 24 hours.
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Next, click on the button labelled Se&t Recipients.
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Select menu option Use Existing List (see picture, above).

This displays the Select Data Source dialog box (see picture, below).
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Locate the file named c:\Apps\TPP\Temp\mergesource.csv. Select it from the list in the
right hand pane by clicking on it once.
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This highlights your selection and also displays the name of the data source (MergeSource in
the File name text box, at the bottom of the dialog box (see picture, below)
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Having done this, you can now click on the button labelled Open.

When you do this, the other buttons on the Mailings ribbon menu, which were previously
inactive and greyed-out (see picture, below) now become active buttons.

- Microsoft Word
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BREAST CLINICREFERRAL FORM

Press the <Ctrl= kev while you click on this link to VIEW REFERRAL GUIDELINES
REFERRAL DATE: «Todays_date»

For all breast referrals-not only 2ww cancer referrals
For Choose and Book referrals, attach this template to a referral in Choose and Book within 24
hours of creating the request - an appointment must be made for the patient before they leave
the practice.
Press the <Ctrl> key while vou click on this link to VIEW LEAD CLINICIAN CONTACT INFORMATION
* Please ¥ the corresponding box for the hospital the referral is being made to and fax/send within 24 hours.

£l

These will now respond to mouse clicks (see picture, below)
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9. Before you finally save the imported document, you need to make sure that the mail
merge fields display without field markers.

11



Mail merge fields are special portions of text which are replaced with data from patients’
records.

These are bounded by chevrons << >> (see picture, below).

PATIENT DETAILS

SURMNAME: «Surname» FIRSTMAME: «Forename» TITLE: «Title»
GENDER: «Gender» DOB: «Date_of birth» NHSNO: «NHS _numbers
ETHNICITY: «Ethnicity» LANGUAGE: «Main_spoken_language»

* |:| INTERPRETER REQUIRED * |:| TRANSPORT REQUIRED
PATIENT ADDRESS: «Patient_address__single_line»

* DAYTIME CONTACTE:;

HOMETE: «Patient_home_telephone_number» MOBILETE: «Patient_mobile_telephone_numbers
WORKTE: «Patient_alternate_telephone_numbers

* EMAIL:

These mail merge fields will be replaced by the relevant details from the patient’s record. In
order for this to be displayed, however, the chevron boundary markers need to be hidden.

This is done by clicking on the button marked Preview Results, which is located on the
Mailings ribbon menu

@' H -3 |- WR3166868 [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer
S @ DR P B RBE @M. B R
> = @ T & Match Fields 7 Find Recipient =
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge * Recipients ~ Recipient List | Merge Fields Block Line Field = Results —J/ Auto Check far Errors | perge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

The Preview Results button remains highlighted, indicating that the chevron boundary
markers are now hidden (see picture, below).

PATIENT DETAILS

SURNAME: Surname FIRST NAME: Forename TITLE: Title
GEMDER: Gender DOB: Date of birth NHSNO: NHS number
ETHNICITY: Ethnicity LANGUAGE: Main spoken language

L |:| INTERPRETER REQUIRED * |:| TRANSPORT REQUIRED
PATIENT ADDRESS: Patient address - single line

* DAYTIME CONTACTHE:

HOMEZE: Patient home telephone number MOBILE®: Patient mobile telephone number
WORK®E: Patientalternate telephone number

* EMAIL:

Make sure the chevrons are hidden before you save the document.
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Microsoft Word will then close and you will be prompted with the SystmOne Word Letter
Template dialog box.

This allows you to give the template a more memorable name. However, SystmOne
remembers the original name of the file (see picture, below).
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Template name | Breast Clinic SYSTMOME Ml.doc
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Template %
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Please note that be default, all | <& By Availability
forms are stored in the 4 <[ By Category
miscellaneous category. Admission Avoidance
Antenatal
The category dictates the BSIL
folder in which the forms are Blank template
Blood Tests
stored.
Bowel Cancer Screening
The categories are shown in 4 & Cardiology
the New Word Templates Byron
. 4 | 7| Childrens Services
screen in the left hand pane. )
Wood St
Chiropody =

Choose and Book

4 ) Commurnity Specialist
General Service
LUTS

4 | | Diagnostic Imaging
Echa
Litrasound

4 | 7| District Murse

Palliative Care Syrunge driver
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It is best to store all the Pan London Suspected Cancer Referral templates in one category

folder.

To create a new folder, click on the button labelled New Category in the Word Letter

Template dialog box. \

-

Word Letter Template @
Template name | Breast Clinic SYSTMOME Ml.doc

Description

Category Miscellaneous 7 Mew Categary ...
Sub-category - MNew Sub-category ...
lcan =

Another dialog box will open up allowing you to create the Pan London Suspected Cancer
category by typing into the text box labelled Category name.

Word Letter Template 126
Template name |Breast Clinic STMOMNE Ml.doc

Missrrintinmn .

7 Mew Template‘(:/atzﬁ}r ==

Category name | Pan London Suspected Cancer

Ok Cancel

Ok Cancel

Click on OKAo save the new Category.



Word Letter Template @
Template name |Breast Clinic SYSTMOME Ml daoc

Description

Category Pan London Suspected Cancer M MNew Categary .
Sub-category - Mew Sub-category ...
lcon 7

Ok Cancel

b

You can now click on OK to save the template under the category Pan London Suspected
Cancer (see picture, below).
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M B y
search on Descriptions |:|Categories Q‘ ﬁ ‘ ﬁ =]

L e Template %

s

Waood St Breast Clinic SYSTMOME Ml.doc
Chiropody

Choose and Boaok
4 | Community Specialist
General Service
LUTS
4 | Diagnostic Imaging
Echao
Litrasound
4 | District Murse
Palliative Care Syrunge driver
Health Protection Lnit
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lan Rubenstein
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Pan London Suspected Cance

4 | Mental Heatth

Your referral template is now ready for use.



Altering a form

You will need to alter the form’s word letter template because SystmOne 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.

Adding this to the word letter template means GPs do not have to type it each time they
make a referral.

How to open a form so that it can be amended...

1. Gotothe New Word Letter Templates screen (see below).
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« Eplepsy Carars Information
o CarpelTunnal Merge form .doc
+ B 3:097 a CDM Recall Lettar - TCI GP
CDM Recall Letter - TCIHCA
* AUA tenpistes CDM Recall Lattar - TCI Practice Nurse
* DNA Children referrals.nf
« DRSS Children’s Cancear 2WW raferral form (SystmOna)
Choose and Book Lettr
* Burcibo e Chronic Disaase Management - Appointmant Lettar
* FAX clinic letter for pneumonal
4 | FORMS clinicraftamp

o ‘Assossment forms Colorectal 2WW refarral form (SystmOne)

g Community Spacialist Diabetes Service - Refarral F
Lalerx Complaints - Acknowledgemant Latter

+ Panlondon Suspected Cance | Complaints - Holding Letter

2. Click on the Pan London Suspected Cancer folder.
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3. The right hand pane displays a list of installed Pan London Suspected Cancer Referral
forms (see below).

New Template Copy Tempiate Import Templates  Export Tempiates  Refr

Erter text to search Search : 2
jearchon [V Descriptions || Categories QA s8Ry /o
7] Template ¥ b
4 (L] Active Templates | Brain & CNS 2WW refesfal form (SystmOne)
» <& By Availability Breast Clinic and referral form (SystmOne)
4 <[] By Category Children's Cancer referral form (SystmOne)
For IS, Colorectal 2WW refefral form (SystmOne)
P Gynaecology 2WW/eferral form (SystmOne)
* Appointment Letters Haematology teferral form (SystmOne)
+ CSS Head & Neck 2WW refarral form (SystmOne)
+ Care Plan LCA Urology 2WW referral form (SystmOne)
~ . Lung 2WW rafarral form (SystmOne)
STR MUO 2WW referral form (SystmOne)
4 L] Contact Letters Ophthalmology 2WW referral form (SystmOne)
* Depression Sarcoma 2WW referral form (SystmOne)
« Eplepsy Skin 2WW referral form (SystmOne)
+ Cytology Upper GI 2WW referral form (SystmOne)
. _ | Urology 2WW referral form {SystmOne)
4 ||DES B
* AUA templates
* DNA
+ DRSS
* Exercise Knee
+ FAX
4 | FORMS
+ Assessment forms
+ Letters
. |PanLondonsuspemdcanoer|

4. Right click on the form you wish to alter and choose menu option Amend Document (see

below)
= Tempiate ¥
4 I Active Templates ~ | Brain & CNS 2WW referral form (SystmOne)
" €& By Availability Breast Clinic and 2WW refarral form (SysimOne)
+ <[] By Category Children's Cancer 2WW refarral Q  preview
Coloractal 2WW refarral form (S)
+ Admin Lett '
i Gynaecology 2WW referral form ’ Amend Detads
*- Appoktment Latters Haematology 2WW referral form Amend Documert
+ CSS Head & Neck 2WW referral form P
« Care Plan LCA Urology 2WW referral form ¢
3 Lung 2WW referral form (Systm( By Copy
R MUO 2WW referral form (Systm(
4 I Contact Letters Ophthaimology 2WW referral for B Delate
* Depression Sarcoma 2WW referral form (Syt
o ‘Eolopiy Skin 2WW referral form (Systmo Bl Tabie ’
. Cytology Upper GI 2WW referral form (SystmOns)
Urology 2WW refarral form (SystmOne)
4 | DEs -
* AUA tempistes
+ DA
* DRSS
* Exercise Knee
« FAX
4 | FORMS
* Assessmant forms
* Letters
* London Cancer
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5. The form you have selected for editing will open up in Microsoft Word and you will be
able to make any changes you wish.

Please note that whenever you open a document for amending you will be shown the
following dialog box.

Microsoft Word @

Opening this document will run the following SQL command:

-

! ., SELECT *FROM C:\Apps'Tpp'\temp\MergeSource. csv

Data from your database will be placed in the document, Do you want to continue?

| Show Help == |

Yes | Mo | | Help

Was this inﬁ:urmaﬁn\ helpful?

\

Make sure you click on Yes.

How to alter information on the form...
This is best illustrated by a practical example.

1. The commonest thing you will need to alter is to add the surgery bypass telephone
number to the form. This is the surgery’s private telephone number that is not given to
patients.

You have to do this manually because SystmOne does not have a mail merge field for this.
Click once on the text box to the right of BYPASSZ® to highlight the text entry box.

Do not type directly over the box. This box is potentially machine-readable (with appropriate
software installed) and typing over the box disables this function.

GP DETAILS
USUAL GP NAME: Usual doctor
PRACTICE MAME: Sender organisation name *PRACTICE CODE: Registered GP practice ID

PRACTICE ADDRESS: Senderaddress building, Senderaddressroad, Senderaddress locality, Sender
address posttown, Sender address county, Sender post code

* BYPASST: | _
MAINTE: Registered GP phone number FAX: Registered GP fax number * EMAIL:
REFERRING CLINICIAN: Sender name
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Instead, having highlighted the box, double-click on it. This displays the Text Form Field
options dialog box (see picture, below).

*[_] INTERPRETER REQUIRED *[_| TRANSPORT REQUIRED

PATIENT ADDRESS: Patientaddress- single line

* DAYTIME CONTACTHE-

HOMEZE: Patien
WORKTE: Patien

Text Form Field Options
Text form field

* EMAIL:

Type: Default text:
Reqular text |E|
Maximum length: Text formpat:

\l”él mber

Unlimited

[<]

Run macro on

Entry: Exit:

o
=1}
']
m
=
=)
i
W

Field settings
Bookmark:

Fill-in enabled
[ calculate on exit

Title Forename Surr [\ oK ] ’ Cancel
|
|

GP DETAILS |

USUAL GP NAME: Usual doctor \

PRACTICE NAME: Sender organisation name *PRACTICE Cd}DE: Registered GP practice ID

PRACTICE ADDRESS: Senderaddress building, Sender address road, Sender address locality, Sender
address post town, Sender address county, Sender post cod

p——— \

MAINZE; Registered GP phone number FAX: Registered GP 1‘ax number *EMAIL:
1

|
Type the phone number in the text box labelled Default text.

¥

Text Form Field Options

e ===

Text form field

Type:
Regular text
Maximum length:
Unlimited
Run macro on
Entry:

Field settings
Bookmark:

Fillin enabled
[ caleulate on exit

Add Help Text...

Default text:
E 01992 718 7183

Text format:

> [=]

Exit:

=] ]

[ oK _ ] [ Cancel

Click on the button labelled OK.
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The telephone number is now transferred to the form.

GP DETAILS /

USUAL GP NAME: Usual doctor /

PRACTICE NAME: Sender organisation n}rﬁe * PRACTICE CODE: Registered GP practice ID

PRACTICE ADDRESS: Sender address pliilding, Senderaddress road, Senderaddress locality, Sender
address posttown, Senderaddresgtounty, Sender post code

MAINTE: Registered GP phone number FAX: Registered GP fax number * EMAIL:;
REFERRING CLINICIAN: Sender name

You can now save your imported form. This will happen automatically when you attempt to
close the imported word document.

You will be prompted to save the form (see below)

-

Microsoft Word @

/ l 1 Do you want to save changes you made to WR.3 1663687

.-
[ )

If you dick "Don't Save®, a recent copy of this file will be temporarily available.
Learn more

Save ] | Dop't Save | | Cancel

Click on Save.

2. Other text areas can be freely altered by directly typing over the text. This applies to
hospital names, telephone numbers and text in the clinical details section of the forms.

Please do not type over the mail merge fields as this will prevent them from working.

When you close the document you will be prompted to save any changes you have made.
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Displaying a form when making a referral

You must be in a patient's medical record in order to make a referral using one of the Pan

London Suspected Cancer Referral forms (see picture below).

To make a referral,
right-click with the
mouse on Referrals in
the left-hand pane.

Then choose menu
option New Word
Referral from the
menu which appears.

b SystmOne GP: Mrs Paula Beatty (Clerical Access Role) at Dr Oraelosi and Partners - Patient Record

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

QU E w @ 8 =

Search Task Discard Save Record Details Today Mext Acute Elec Ref
BEFLAQROVorBIAIVIER™ >0 8202064
SPHEABRDFPRELIDT 2ASAMA Y /78 %
L E =)

Resume Consultation  Mext Event  Event Details  Pathology | Drawing Auto-Consultation  Settings
| Clinical | Agministrative| Referrals

»

12, patient Home
4 23 Journal Communication and Letters
@ Mew Journal
LT Read code Journal (503)
@ Tabbed Journal
Summary & Family History {33)
£ Wajor Active Problems (7)
W Type | diabetes mellitus (X40. =
4 psthma (H33.) (13)
W Type || diabetes mellitus (X40,
4 prosthetic arthroplasty of the
W Parkinson's disease (F12.) (i
W Chronic obstructive lung dise
W Stable angina (%2003) (1)
4 WMinar Active Problems (8)
W Motes summary on computer
4 contraception (81..) (9)
W Essential hypertension (XEOL
W Viral upper respiratory tract il

1Y

Seasonal allergic rhinitis (Xal
Malignant tumour of lung (¥al
& chmmunications & Letters (313)
Il Rekbord Attachments (18)

=+ Referrals (37
45 Record Referralin

gi=| Waiting Lis
SMS Mess e
MED3 Stat

Referral Wizard

MNew Referral Letter

=p MNew e-Consult Refer

% QOF Timel %
£ QOF UPDA ;%

> {3 vao i# Customise Tree

Mew Word Referral

Tree Configuration

4 {3 Medication 1

Mew Choose and Book Referral
=% MNew Electronic Referral

Referrals In| Referrals Out|

/s B B ol

= | pda#550 ard

View |Referrals to elsewhere =

Created
25Feb 2010

25Feb 2010

19 Mar 2010

29 Mar 2010

29 Mar 2010

29 Mar 2010

29 Mar 2010

03 May 2010

ral

UBRM

Referrer
Dr Florence Mo
Oraelosi

Dr Florence Mo
Oraelosi

Dr George M
Sowemimo

Dr Florence Mo
Oraelosi

Dr Geraldine A
Mulligan

Dr Geraldine A
Mulligan

DrFlorence Mo
Oraelosi
Dr Florence Mo
Oraelosi
DrFlorence Mo

Oraelosi

Dr Florence Mo
Oraelosi

DrFlorence Mo
Oraelosi

Dr Roopa Jaiswal

Show open referrals

L

Referred To Type
Cancer Referral  Hospital
Office, Whipps

Cross Hospital

Cancer Referral  Hospital

Office, Whipps
Cross Hospital
Maternity, Whipps Hospital
Cross Hospital

SOLUTIONS Hospital

Whipps Cross
University,
Whipps Cross
Hospital
Whipps Cross
University,
Whipps Cross
Hospital
SOLUTIONS

Hospital

Hospital

Hospital

Opthalmalogy, 5t Commu...

Bartholomew's
Hospital, Barts
and The London
Cancer Referral
Office, Whipps
Cross Hospital
Bowel Cancer
Screening
Frogramme
Cancer Referral
Office, Whipps
Cross Hospital
Cancer Referral
Office, Whipps

"roee Hnenital

Hospital

Hospital

Hospital

Hospital

|:| Show closed referrals

Details
Fast track referral
Referral not finished

Fast track referral
Referral not finished

Referral to midwife
Refarral not finished
Referral to counsell
to Psychotherapy

Waiting For Informat
Referral to antenatz
Refarral not finished

Referral to antenatz
Referral not finished

Referral to counsell
to Psychotherapy

Waiting For Informat
Referral to glaucom
Referral not finished

Fast track referral
Two-Week Wait

Waiting For Informat
Referral to NHS sto|
Referral not finished

Referral for intensiv
Refarral not finished

Referred to cancer
Referral not finished
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Before you can choose the word letter template, you have to give SystmOne some details
about your intended referral. This is done via the next screen (see below).

&= &
Resume Consultation | Mext Event  Event D Mew Word Referral @
Giinical | Adminieirative Other Detals... |Exactdate &time ~ | FriosJun201s |~ |[17.08 | & X|| |
8 Patient Home - Changing the consultation date will affect all other data entered. To avoid this, cancel and press the Mext' button  Hide warning
4 =4 Journal Communication and Letters Referrer  Dr Florence Oraelosi i ™ Configure
ﬂ Mew Journal
Q‘ Read Code Journal (503) Title First Name Middle Mames Surname
3 Tabked Journal Recipient -
Summary & Family Histary (35) Recipient ID GMC Number -
4 4 \ajor Active Problems (7) Organisation
W Type | dizbetes melitus (40, &
q Asthma (H33.) (13) House name Address Book
W Type Il diabetes mellitus (X40, Road Directory..
W Prosthetic arthroplasty of the Locality
W Parkinson's disease (F12.) (£ T T
W Chranic obstructive lung dise
X County E
W Stable angina (¥2008) (1) et
a 8 vlinor Active Problems (6) [PoEiEess S L
W Motes summary on computer Read code R >
Corti ion (81...) (9 - - - - - ~ ~ ~
W onraception ( 19 Type @ Hospital () Secondary care () PCTtriage () Community () DTC () GPSl () e-Consult () Cther
W Essential hypertension (XEOL
¥ Y
W Viral upper respiratory tract it D RETEETE DR
W Seasonal allergic rhinitis (¥al Reason for referral Q -
W Walignant tumour of lung (¥al Service -
-ﬁ Communications & Letters (313)
1l Record Attachments (1) Urgency =N 2
=} Referrals (32) Referral summary
Waiting Lists
S Messages
ED3 Statemerts (3) Letter template Choose Template... X |Mone
Q} Onling Services
ADMIN Write Mow Create Task to Write Later Cancel
4 {3 QoF = o =
Mew Word Referral @
At the very least Other Details... |Exactdate &time v | Friosaun201s |+ |[17:08 | & |

SystmOne will expect
you to have filled in
some of the recipient's
details.

Changing the consultation date will affect all other data entered. To avoid this, cancel and press the 'Mext' button  Hige varning

You must also provide
the appropriate Read
code for the referral.

Choose the word letter
template required by
clicking on the button
marked Choose

Template. \

Finally, to display the form
click on the button marked
Write Now.

Referrer | DrFlorence Oraelosi
Title First Mame Micldle Mames Surname

Recipisnt hd

Recipient ID GMC Mumber -

»
Organisation > THIS MUST BE FILLED IM
House name Address Book...
Road Directory...
Localty
E Telephone
N
Y Fax

Postcode Find Map

Read code R X |Onward refarral made (spacify)

Type @ Hospital () Secondary care (7) PCTtriage (7)) Community (7 DTC () GPSI () e-Consult

|:| Re-referral

Reason for referral Q ~

Service ~

Urgency Q <

Referral summary

Letter template Choose Template... | X ||Breast Clinic and 2WW referral form (SystmOne)

/ Wirite: Now Create Task to Write Later Cancel

-

() Other

Configure

& Advanced

22




How to produce a referral form for your patient

Make sure you have read the section Displaying a form when making a referral (hold the control

key down while you click here to review this information). This shows you how to create a

referral form within a patient’s medical record.

Unfortunately, text boxes and check boxes do not work properly in the non-integrated Word

version of SystmOne.

TPP advise that all SystmOne users should migrate to the integrated version. The Transforming
Cancer Services Team for London has released separate forms for the integrated version of

SystmOne, should you wish to migrate to the latest version. If you decide to keep with the non-

integrated version of Word you have two options to work around this limitation.

Method One

This is most probably what you do already, if you have ever had to use a form which contains check

boxes or text boxes.

Check boxes

Double-click on the check box you wish to check.

The Check Box Form Field Options dialog box will appear (see picture, below).

BREAST CLINIC REFERRAL FORM

Press the <Cirl» key while vou click on this link to VIEW REFERRAL GUIDELIMES

Fo
For Choose and Bool
hours of creating the

Press the <Ctrl> kq
* please X the corre

prreona) DATE: Todays date

Hospital

D Barnet

(] Barts & London

[] BHRUT

D Chase Farm

[] Homerton

[ ] Newham

D North Middlesex

[] Princess Alexandra

[l Royal Free

[] ucLtH

Check Box Form Field Options

Check box size

") Exactly: |10 pt
Default value
@ Mot checked

Exit:

Field settings
Bookmark: |Checkll

Check box enabled
[ caleulate on exit

(-7 mesal
nd Book within 24
I before they leave

INFORMATION
d within 24 hours.

It & copy to email client

ekwaitreferrals@nhs.net

ekwaitreferrals@nhs.net

eekwaitteam @MNHS.net

ackReferrals@nhs.net

QK

AddHelp Text...

l [ Cancel

hs.net

[ whipps Cross

1)
43408/4349/4350

235 552 EK‘[EHSIOHSuzuE 978 8836

[] whittington

UZﬁ?ZBB 3736/3542 02072885621

twowwbookings.whitthealth@nhs.net

The default value is Not checked.
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Change the default value button to Checked by clicking on it. Then click OK.

ER=|

Check Box Form Field Options
Check box size
@ Auto
) Exactly: |10 pt

Default value

Run macro on
Entry: Exit:

Field settings
Bookmark: |Checki1l

Check box enabled
[ caleulate on exit

(oH) (o=

Text boxes
Highlight the text box. Then double-click on it to open the Text Form Field Options dialog box.

Enter the required text in the Default text box. Then click OK.

Text Form Field Options @

-

Text form field
Type: Default text:
Regular text IEI
Maximum length: Text format:

Unlimited 2 =]

Run macro on
Enfry: Exit:

Field settings
Bookmark:

Fill-in enabled
[ calculate on exit

Add Help Text... Ok ] ’ Cancel




Method Two

This enables you to use the text boxes and check boxes directly ,as you would expect.

Unfortunately, the non-integrated version of SystmOne does not make this easy, though it is
certainly possible.

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

1. 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.

&aBhCcho

T Marrnal

ow to unprotect aform s

Show Quick Access Toolbar Beloy the Ribbon

&aBhCehc
Thao Spaci..

AL

Add to Quick Access Toaolbar

LCustamize Quick Access Toalbar..,

Customize the Ribban..,

Minimize the Ribbon

hone numbers and email addresses can be edited without

AaBbCi

Heading 1

AaBh{/c % f

Heading 2 - Change
T Styles T

-

]

You will be presented with the window shown below.

Choose commands from:

@ Custamize the Ribbon and keyboard shortouts,

IPopuIar Commands

S

i

Er T

FUETELD ~ madme »F ZoBIND

Accept and Mowe to Mext
Align Left

Breaks

Bullets

Center

Change List Lewvel

Copy

Cut

Define Mew Mumber Farmat.,.,

Delete

Drav Table

Dirawe Werkical Text Box
E-mail

Find

Font

Font...

Font Color

Font Size

Format Painter
Grow Font
Hyperlink...

Insert Footnote
Line and Paragraph Spacing
Macros

Mew

Mew Comment
Mext

Mumbering

One Page

Open

Open Recent File,.,

I~
Sl = |
4 <= REMGyE |

I~

Customize the Ribbon:

IMain Tabs

Main Tabs

W Home

W Insert

[V Page Layout

¥ References

¥ Mailings

W Review

= ¥ iews
Document Wiews
Shiowy
Zoom
Window
Macros

¥ 2dd-Ins

W Tan's EMIS Yeb Utility

¥ Blog Post

¥ Insert [Blog Post)

W Dutlining

¥ Background Rephoval

5 [Custom)

Mews TAb | ﬂewGroupl Rerame..

Custo]ézations: Reset = | i
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2. The box to the right of this screen allows you .
W wiew
to customise the ribbon. Highlight the Developer option. Enable the Iedl Developer

v add-Ins

Developer tab by clicking on the small check box with the mouse.

3. Next, close this window by clicking on the button labelled OK, located at the bottom-right
of the window.

W &dd-Ins

w' Tan's EMIS Web Utilities [Custom)
¥ Blog Post

W Insert [Blog Post)

¥ Qutlining

¥ Background Removal

Mews Tab | NewGroupl Rename..,

Customizations: Reset = | i
Impor/Expart ™ | i

Cancel
.

4. 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 Feferences Railings R e W e

- AS AT v | BB, Iz . iz . Yh=e | EE EE | A
12 A A Aa G .— i= L -g-— t-— .E.‘If 1T Agbhi

. - abF . - = =
s X, X° g ﬁ = = M Marm

Font . Paragraph

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

Harne Insert Page Layout References Mailings Rewiewy e Developer Tan's EMIS Web Utilities
| -B= F Record Macro E%‘l Aa Aa [ B2 Design Mode E 4% Schiema E @ J 01
=l =3 1@ Pause Recording e _:éf ﬂ |_—| ST Properties 3] Transformation =
Wisual Macros X Add-Ins  COM oy . Structure . . Elock  Restrict | Document Document
Easic A Macrn Secutity sddns | (@ M G- B eroun - g Expansion Packs | aythors - Editing | Template  Panel
Code Add-Ins Controls HML Protect Templates

O Y SRS W R R - - A W I KIS VRS § IS - S = RIS T . S S FA s -
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Having enabled the Developer tab, you can now use this to activate check boxes and text
boxes on the Pan London Suspected Cancer Referral forms.

You now need to activate the check boxes and text boxes...

1. Use the word document template to create a referral letter from within the patient’s medical
record.

2. When the form containing the patient’s details opens up in Word, click on the Mailings tab.

2 [Compatibility Mode] - Microsoft Word

W9 &=

Home Insert Page Layout References Mailing
By

Review View Developer

— _%I 2 =i =h o [Zr rules - 41 boM D
= = — — — =58 H4 . . . U id
g Match Fields ind Recipient
Envelopes Labels Highlight Address Greeting Insert Merge Finish &

~ |Recipients = Recipient List | Merge Fields Block  Line Field = 2 auto Check for Errors | perge -

Write & Insert Fields Preview Results Finish

A E
search Document | (=1
oo | = A_D Labels...
= .E Directory

You can search T @ Mormal Word DocuNent
your document -
the search box & N

Mrs Daisy Duck-TestPatient D

ISUSPECTED LUNG CANCER REFERRAL FORM
ss the <Ctrl> kev while vou click on this link to VIEW REFERRAL GUIDELINES

Step by Step Mail Mergh\Wizard...

Click the Magnifying Glass REFERRA
button to find dst . .
seuarcohnfoor DIEJEE'[DSmSn.LIIaCE ;5 e For Choose Book referrals, attach this template to a referral in Choose a

Graphics, Tables, Equations,
or Comments,

hours of creating t uest - an appointment must be made for the patient

the practice.

3. Then click on the button labelled Start Mail Merge Then select Normal Word Document.

3. The click on the Developer tab

Wl = g = 4019461 [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer

NEILL

= = [ Record Macro & = \a Az (=] e Design Mode j 25 Schema
& T # oomiwa ] s

1 use ding EHER | & rro (A Tra atio
Wisual Macros | ) Add-Ins  COM - o . Structure g, Restrict | Document Document
Basic 4\ Macro Security Add-Ins M @~ &Group 4 Expansion Packs | o, s - Editing | Template  Panel
Code Add-Ins Controls XML Protect Templates
Navigation v X
search Document £~
= 0o = .
B & 3 Mrs Daisy Duck-TestPatient DOB HSno: Hand: th e
You can search for text in
Jour document by bping in SUSPECTED LUNG CANCER REFERRAL FORM
Press the <Ctrl= key while you click on this link to VIEW REFERRAL GUIDELINES
Click the Magnifying Glass REFERRAL DATE: 08 Jun 2015
button to find commands to . . .
search for objects, such as For Choose and Book referrals, attach this template to a referral in Choose and Book within 24
Graphics, Tables, Equations, hours of creating the request - an appointment must be made for the patient before they leave
or Comments, the practice
Press the <Ctrl> key while vou click on this link to VIEW LEAD CLINICIAN CONTACT INFORMATION
* Please X the corresponding box for the hospital the referral is being made to and fax/send within 24 hours
Hospital Phone Fax Email: select & copy to email client
[] Barnet 0208 3709079 02083751977 RF-tr bef2weekwaitreferrals@nhs.net
rts & London 0207767 3333 02035943278
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4. Then click on the button labelled Restrict Editing (see picture, below).

Wido-ols
Home Insert

ﬁ = E=l record Macro

Page Layout

References Mailings Review View

WR434019461 [Compatibility
Developer

Aa = B Design Mode

e &

de] - Microsoft Word

= =2 ecording EBEE | rreo 3 Tra -
Wisual Macros 3 AddIns COM = . Structure . Restrict|| Document Document
Easic /1 Macro Security Add-Ins [ M G3- Hic & Expansion Packs | A thors - |Editing|| Template  Panel
Code Add-Ins Cantrols XML Protect Templates
Navigation - X % Restrict Formatting and Editing ¥
Search Document o~ 4 | 1. Formatting restrictions
[ Limit formatting to a selection
o H = o Bee o - styles
oo = Mrs Daisy Duck-TestPatient DOB: 100 H: Handsworth Medical Practice
Settings...

You can search for text in
your document by typing in
the search box above.

Click the Magnifying Glass
button to find commands to

!SUSPECTED LUNG CANCER REFERRAL FORM
Press the <Cirl> key while vou click on this link to VIEW REFERRAL GUIDELINES

For Choose and Book referrals, attach this template to a referral in

REFERRAL DATE: 08 Jun 2015
Choose and Book within 24

or Comments.

5. The Restrict Formatting and Editing pane is displayed to the right of the document.

search for objects, such as
Graphics, Tables, Equations,

the practice.

hours of creating the request - an appointment must be made for the patient before they leave

Press the <Ctrl> key while vou click on this link to VIEW LEAD CLINICIAN CONTACT INFORMATION

* Please X the corresponding box for the hospital the referral is being made to and fax/send within 24 hours.

2. Editing restrictions

Allow only this type of editing
the document:

;' Filing in forms |Z|
Select sections...

3. Start enforcement

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

tart Enforcing Protection

| b &1

Restrict Formatting and Editing v X
1. Formatting restrictions

[7] Limit formatting to a selection of
styles

Setlings...

Protection

2. Editing restrictions

Allow only this type of editing in
the document:

Filling in forms E

Select sections. ..

3. Start enforcement

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

[ ‘Yes, Start Enforcing Protection ]

Hospital Phone Fax Email: select & copy to email client
D Barnet 02083709079 02083751977 RF-tr.bcf2weekwaitreferrals@nhs.net
[] Barts & London 0207767 3333 02035943278

6. Click on the button labelled Yes, Start Enforcing

7. Check boxes and text boxes will now work normally. Please note that the Pan London
Suspected Cancer Referral forms are semi-protected, which means you can use form
elements such as check boxes and text boxes but still alter most of the text in the

document.
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Selecting a hospital

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 G S TS W AR T N NG T I S O S PO O e o

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

A PN

SUSPECTED BRAIN & CNS CANCER REFERRAL FORM
Pressthe <Ctrl= key whileyou 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, ... [l[=]

——

|§'! C:iUsersiemisz000|Dest O j 4| (= Cilsersiemis2000\Desktopi,.. X I 0% 5.7 tod

Lapd
H - »
= -::3 Service Types - Tuberculosis Suggested Sikes - a Indigo 4 tQuest RequestF... "™ open Exeter

LONDON HOSPITALS TAKING REFERRALS FOR SUSPECTED -
BRAIN AND CNS CANCER  usetu tipr

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-tr.bcf2weekwaitreferralsi@nhs.net
tel: 020 7433 2973/4
faxc 020 7433 2950/1

Central Middlesex Hospital mailto: Inwh-tr. Canceridt@nhs.net
tel: 020 8235 4293
fax: 020 8235 41288

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

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)
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LONDON HOSPITALS TAKING REFERRALS FOR SUSPECTED
BRAIN AND CNS CANCER  ysefu 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 if's been received.

Barnet Hospital mailto: RF-tr bcf2weekwaitreferrals@nhs.ne]
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  Selectal
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 ustuti

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 it -
02. Central Middlesex Hospital A Hospital: [Bamet Hospital
03. Charing Cross Hospital email: |[RF-tr.bcf2weekwaitreferrals@nhs.net

8; ggalse Fam(; I-vi\;)sptital el Tel: [020 7433 2973/
. Chelsea and Westminster Hospital .

06. Croydon University Hospital Fax: 020 7433 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 - - -
16. Lewisham Hospital Copy selected hospital to Windows clipboard
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)
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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)

02. Central Middlesex Hospital ~.

21. Princess Royal University Hospital o

Select the hospital you wish to refer the

patient to from the list on the left hand side of

the screen (see picture, left).

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.

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).

Selected hospital:

Hospital: [Barnet Hospital
emalil: [RF-tr.bcf2weekwaitreferrals@nhs.net
Tel: IU;'_U T433 25734
Fax: 020 7433 2950/1

Notes:

Copy selected hospital to Windows clipboard

Selected hospital:

it up to make sure it's been received.

S Foundatior

e from webpage
ital
< <Barnet Hospital RF-tr bef2weekwaitreferrals@nhs, et ==
has been copied to vour Windows dipboard and can now be
ter Hospital pasted into your Formn,
;pltal Sometimes hospital contact details change Faster than we can

keep up with them, So when you've sent your referral off, Follow

X

Is{@nhs.net
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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)...

USPECTED BRAIN & CNS CANCER REFERRAL FORM
Pressthe =Ctrls= key whi u click hereto view the Pan London Cancer Referral Support 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 while vou click e to view the list of hospitals yvou 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 01-Ape-1970 (45y)  Gender Female EMIS Mo, 27225
sual GP MARKS, anthony (Dr)

RANSFER, Ann (Miss)

[nsert Page Layout References fies

ody v 4 - A A Aa- B Paste Options: \aBbC

U -abe x, X° a7 - A - 2 |v| A Heading 1
Fant A Font.
DR | 1 i czc 304 0By obeurFoi B 9. in =W | Faragraphi., SO
" P= Bullets | »
i=  Numbering | »
SUSPECTED BRAIN & CNS CANCER REFERRALFORN A,  styes v
Pressthe «<Ctrl= key whileyou click here to the Pan London Cancer Refer i
& typetink.. Jan-2016
Please email or send e referral within Look Up I»
Fax is no longer supported due to patient safety an Sgnoryms 4
Press the «Ctrl= key while vou click here to view the list of fag Tranglate
Copy the hospital details from the webpage and paste Additional Actions »
PATIENT DETAILS CalibriE~ 9 - A o7 IE £
SURNAME: Test Transfer FIRST NABME: &nn TITLE: fiss B I U |%|ay . é -
GENDER: F DOB: 01-2pr-1970 NHS MO: Unknaown




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

em onto the line below.

Barnet Hospital RF-tr.bcf2weekwaitreferrals@nhs.net

PATIENT DETAILS

§-— v e T L L e o owe

Local circumstances will dictate how you send the document via email. Whichever email
client you are provided with, 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.
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