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A step-by-step guide to installing and using
the Vision forms.
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Please note the following:
1. Do not open up the forms and use Microsoft Word's copy and paste facility to copy the contents
of a form to a blank document on the Vision Remote Desktop. This will render the forms incomplete
and is more work than is necessary. Full instructions regarding the correct way to install a form into
Vision are given in this manual.
2. These forms automatically add important clinical information.
Different Vision practices use different ways to highlight major clinical problems. Some practices will
note them as part of the clinical problem list, while others will note them as part of the history but
flagged with varying levels of importance.
Because of these differences in practice, the forms include both <<MEDICAL_HISTORY>> and
<<PROBLEMS>> mail merge fields.
Please delete whichever one is not relevant to your practice in order to prevent duplication of
clinical information.
The instructions in this manual give full details.
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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 Vision mail merge Word document templates (files with the
extension .doc).
They contain special codes which interface with Vision.
Opening a template as a new referral letter within a patient’s Vision 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 as
Vision mail merge Word documents.
This booklet explains how to correctly install the Vision 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.
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 Vision, they have to be installed into Vision first. You only need to do this from one
computer in your surgery. Once the document templates have been installed into Vision,
they will be available to all users on your network.
Make sure you have the correct Vision permissions to do this.
You will have been assigned a Vision 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.
The next section explains how to correctly install the templates so they can be used to
generate referral forms.
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Installing the document templates
In order to install the templates into Vision, you will need to download the relevant Word
document file into the WORDPROC folder on your Vision remote computer.
The forms are available from the pan London suspected cancer forms download site here
Remember: you need to download the forms to the Vision remote computer and not the
local computer you are working at.
This is the local computer’s desktop. You do not want to download the forms to this.

This is the Vision remote desktop. This belongs to the computer where you want to place
the forms.
The way to do this is to maximize the Vision remote desktop so that fills your entire screen.
Do this by clicking the maximise button at the top right hand corner of the Vision remote
desktop window.

You are now effectively working on the remote computer.
You now need to create a wordrpocessor folder on your Vision computer to store the
referral form templates and then download the forms into the folder you have created.
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Create a WORDPROC folder to store the two week referral form templates.
1. Create a folder on your Vision system to store the referral forms.
2. Open Filer Explorer on your Vision remote computer by accessing it from My Computer
on the Vision remote desktop Start menu(see picture, below).

3. This displays a list of the current drives on the Vision remote computer (See picture,
below).
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3. Select Data P:

4. Double-click on the highlighted Data P: to display the folders stored there.
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5. Find the Folder named WORDPROC, highlight it and double-lcik on it with the mouse to
open the WORDPROC folder.

You should see something like the picture below.
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5. From the File menu, select option New and then choose Folder.

6. A folder will appear labelled New Folder, ready for you to give it a different name.

7. Please rename the folder Pan London Suspected Cancer.
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Download the referral form templates into the Pan London Suspected Cancer folder
1. Open Internet Explorer from the Start menu on the the Vision remote desktop.

2. The forms are available from the pan London suspected cancer forms download site here
3. Find the web link to the form you wish to install and click on it. You will be asked if you
wish to save the file. Choose Save.
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4. A dialog box will open which asks you where you wish to save the files. Please select the
Pan London Suspected Cancer folder.

5. The form you selected will now have been downloaded into the Pan London Suspected Cancer
folder (see picture, below)
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Altering a form
You will need to alter the form’s word letter template because Vision 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 altered…

1. Open the WORDPROC folder, which is located on the DATA P: drive of the Vision remote
computer (see picture, below).

2. Select the referral form you wish to alter and double-click on it. It will open up in
Microsoft Word, ready to be edited.
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How to alter information on the form…
This is best illustrated by a practical example.
Example1

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 Vision does not have a mail merge field for this.

Click once on the text box to the right of BYPASS 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.

Instead, having highlighted the box, double-click on it. This displays the Text Form Field
options dialog box (see picture, below).
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Type the phone number in the text box labelled Default text.

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

Click on Save.
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Example 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 (bounded by chevrons <<>> as this will
prevent them from working. Remember to delete either the <<MEDICAL_HISTORY>> or
<<PROBLEMS>> mail merge field, depending on which method your practice uses to
summarise major clinical problems.
When you close the document you will be prompted to save any changes you have made.

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, click on the Add Referrals button.
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Remember to enter the correct Read code first!

Then click on the button labelled Letter.
A dialog box will open, which allows you to choose the appropriate referral template (see
picture, below).

Remember: these templates are stored in Data P:\WORDPROC\Pan London Suspected
Cancer.
Select the appropriate referral form template.
Microsoft Word will open up the form you have chosen. Patient data and practice will have
been automatically added.
Please note that unfortunately Vision does not have the ability to automatically add
laboratory and imaging data.
This needs to be done manually using Microsoft Windows’ copy and paste commands.
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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).

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)

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

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).
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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).

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).
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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.

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)...

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

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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