
Advocacy Referral Form Page 1 of 8 21st June 2017 

Advocacy Referral Form 

 

 

Contents 
Background ............................................................................................................................................. 2 

Creating Advocacy Referral Form ........................................................................................................... 2 

Exporting Advocacy Referral Form ......................................................................................................... 4 

Download Document .......................................................................................................................... 5 

Complete Document ........................................................................................................................... 7 

 

 

 

  



Advocacy Referral Form Page 2 of 8 21st June 2017 

Background 
We have been asked to introduce the POhWER Advocacy Referral form within LAS 
Protocol, so have developed a document and rtf output to allow this to happen. 
 
 

Creating Advocacy Referral Form 
To access this Referral form, go to the Documents tab in the Case File. 
At the bottom of the screen is start form, select 'Advocacy Referral Form' from the 
pick list and then click on the start button 
 

 
 
This will open the copy forward or start blank screen, either select the required forms 
to copy forward or start blank 
 

 
 
This will then open the start of the form. 
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Complete the first two sections of the form 'Advocacy Referral Form' and 'Stage the 
client is at in the required area of Support' 
 

 
 

 
 

Once all required information is recorded in these two sections click the 'Save' 
button 
DO NOT complete the Outcome stage at the time. 
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Exporting Advocacy Referral Form 
Once you have completed the above stages select the hyperlink 'Export document' 
 

 
 
This will then open the Document Details screen 
Completed 

• Document date 
• Select Advocacy Referral Form 
• Click on Create 

 

 
 
This will open the Document Details Screen 
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Download Document 
To download the rtf document so it can be printed with the correct headings and 
Service Users details 
 
Click on the hyperlink 'Download Document 
 

 
 
Then find and open the Word Document or id given the option to open form then just 
open the form 
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Once printed, save the document to a location that you can access. 
 

 
 
To upload the document you have just saved 
 

 
 
Once saved a message will appear under 'Upload Document' saying 'Document 
Uploaded OK!' 
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Complete Document 
 

To finish the document stage to secure the document so it will only be view only 
 
Click on the Hyperlink 'Complete Document' 
 

 
 
This will generate a message asking you to finalise document,  click OK button 
 

 
 

Process has now been completed and available as a read only document 
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Clicking the back arrow will take you back to the form, click Save and Close, do not 
Finalise Assessment. This will leave an 'Advocacy Referral Form' task in your work 
tray.  
 

 
 
Leave this in your tray until POhWER reply to say they have accepted or rejected the 
referral. 
Open the 'Advocacy Referral Form' and go to the 'Outcome Stage' and complete this 
stage. 
 

 
 
 
The completed 'Advocacy Referral Form' can be seen in the Document Screen 
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