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Importing the Respiratory Action Plans (RAPs) into 

TPP SystmOne 

 
You will need to have the Template Administrator Access Right to be able to 

import documents into TPP SystmOne. 

 

1. Log in to TPP SystmOne in the usual way. 

2. Navigate to Setup > Referrals & Letters > Word Letter Templates as 

below. 

 

3. To import the document, click the New Template button highlighted above. 

4. A box will appear titled New Mail Merge Document. Select Import an existing 

Word Document and click OK as below. 
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5. Navigate to the location where the document to be imported is saved, 

highlight and click Select. An example of this is below. 

 

6. A box titled Word Letter Template will appear on screen. Select an 

appropriate category for the document to be installed and if required, an icon 

can be selected as well. Click OK at the bottom of the box. 

7. The document will be imported and will open in Word as below. 
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8. Mail-Merge will need to be added into the Name field. Click in the Name: 

field then click on the Patient Demographics button highlighted above. A list 

of demographic merge fields will appear on screen. Select the Patient 

Name option. A box named Configurable Mail Merge Field will appear on 

screen as below. 
 

9. Select the Output tab on the left-hand side as above and on the screen that 

appears, select the appropriate options to appear from the name field. Once 

selected, 
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click OK at the bottom of the screen to confirm selection. The mail merge 

field will appear in the name box as below. 

 
 

10. Click the Save icon highlighted above to save the document into TPP 

SystmOne. The document is now ready to use within a patient record. 
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Using a Word Document in a patient record in TPP 
SystmOne 

1. Log on to TPP SystmOne in the usual manner. 

2. Open a Patient Record as normal. 

3. Navigate to the Communications & Letters Node on the clinical tree. Right 

click and select New Letter. The Select Sender & Recipient Type box will 

appear on screen as below. 
 

 

4. Select the appropriate Sender and Recipient and Click OK at the bottom of 

the screen. The New Letter box will appear on screen as below. 
 

5. Check the details are correct on this screen and select an appropriate letter 

type from the list of options available. 
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6. Click the Choose Template Button at the bottom of the page 

highlighted above. 

7. The Choose a Letter Template box will appear on screen. Navigate to the 

appropriate folder and select the letter to open, an example of which is below. 
 

8. Click OK at the bottom of the screen and you will be returned to the New 

Letter box detailed above. Click the Write Now Button at the bottom of this 

box. The box will disappear from screen and the selected document will open 

in Word. 

9. The patient's name will be pre-populated from the record using the mail 

merge field added earlier, as shown below. 
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10. Complete the remaining elements of the document as 

appropriate. Once complete if the document will be changed later click Save 

For Future Editing. If the document will not be changed later, click Save Final 

Version. When selecting Save Final Version, a message will appear on 

screen confirming this and advising that the document cannot then be 

amended in the future. Click Yes on this box to confirm. The document will 

close, and you will be returned to the patient record. 

11. Save the patient record as normal by clicking the green Save icon on the 

desktop. The record will then close. 

12. Repeat the process for all remaining patients the document will be used for. 

 
 

 

 
 


