
POSITIVE ACTION REFERRAL FORM 
 
To use the referral form it must first be downloaded from the Desert View website. This is the only time you 
will have to do this since it will be available on your computer after completing the download. 
 
 

 
 
 
After logging in and selecting the “Referral Form” you will receive a prompt to Run, Save or Cancel. You must 
select the “Save” option which will save the file to your computer. For easy access please select your Desktop 
as the destination for the file so you will be able to find it. (see below) 



 
 
 
After saving to your desktop you can now open the form by double clicking on the icon (see below) 
 
 

 



Every time you open the file it will display the security warning. Please select “Run” to complete the opening of 
the file. (see below) 
 
 

 
 
 
After the referral is filled out and ready for submitting there is no need to save the file since it will be sent 
electronically to the person managing the referrals. To send the referral, first click on FILE the SEND DATA 
ONLY. (see below) 

 



After selecting to SEND DATA ONLY your email will open a new mail. Enter the email address for the person 
you intend on sending the referral data to and enter any information you would like to add in the body of the 
mail and send. (see below) 
 
 
 

 
 
 
The person receiving the referral will then open their email and save the attachment to any desired location. To 
populate the referral with the data that was sent, first open the referral form the click on FILE and IMPORT 
DATA. You will be prompted to point to the location of the data file to import. After selecting the data file the 
form will then be populated with the information that was sent. (see below) 



 
 
 


