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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 into TPP SystmOne in the usual way.
2. Navigate to Setup > Referrals & Letters > Word Letter Templates as
below.

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

Q g = Users & Policy > b @ [g
S h

carc Prescribing > Task
Bullgdg®yEaQ Vaccinations ) HBEZ A @ %W

Appointments >

New Template | Copy Template | Upload Data Entry > Templates | Refresh

Search Data Output >
Search on Descriptions || Categori Reference =
v Referrals & Letiers > & AddressBook con Category Data Source
4 DDCCG Pathfinder / Respiratory None
Alergy Mobike Working & Integration > [ Letter Templates & DDCCG Pathfinder / Respiratory None
Audiology A DDCCG Pathfinder / Respiratory None
cove Workflow Support > Word Letter Templates & DDCCG Pathfinder / Respiratory None
cpes e ey & DDCCG Pathfinder / Respiratory None
Bulk Operations >
Cardiology Referral Template Management
. Data Conversion 5
Care Planning Word Letter Text Presets
DCHS Community Forms
e-Referral Service Template Management
Dermatology
Diabetes Scanning Rules
ENT{ Max Fax
EoL e-Referral Service Homepage
Gynascology "
Health Promotion
& templates
Imaging
LWLTC Template DCHS Community Respiratory service referral form (ND!
USK Category | DDCCG Pathfinder / Respiratory
Wental Health Description
Neurology
Nutrition and Dietetics
Opthaimology
e Document Amendment Historv

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.

¥ New Mail Merge Document ﬁ

() Blank mail merge document

(@ import an existing Word dacument
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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.

¥ Select Document >

Look in: eRAP hd : AlsdlEl

- @ eRAP Black&White Final review V3 March 22|
:.-L_'_j B eRAP_Colour_Review_Final_review V3 March 22

Recent tems

Desktop

IEI

Documents

=

This PC

Lﬁ* File name: eRAP_Black&White_Final_review V3 March 22.doc Select

Network .
stwor Fies of type:  |All Files - Cancel

6. A box titled Word Letter Template will appear on screen. Select an
appropriate category for the document to be installed and if required, anicon
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.

File SystmOne Mail Merge Home Insert Design Layout References Review View Help
H 2B ow 3] & UG A 4 e
& B W L4 o g QO M A Lo
Save Amend Select Data Amend  Form Patient atient Clinical i i Sender /  Mi: u:
Details  Source Field Protection ] Demographics~ [fare~  ~ - Recipient
Commands Merge Fields
RESPIRATORY ACTION PLAN (INHS |

Take this actien plan with you when you visit a doctor or nurse

Name: | ‘

My respiratory
condition is:

@ WHEN | FEEL WELL

Breathlessness at | | O |;| [] ] I;‘ O] 0]

rest 1 2 3 5 6 8 9 10
None Mild Moderate Severe

| cough up sputum daily: Yes || No [_] Amount of sputum cleared dally g.0. 1teaspoon[ |

Colour of sputum  White I:‘ Grey I:| Pale yellow I:| Light green D Dark green D

Oxygen saturation % | Jonair | ] onoxygen [ ] imin
Swelling present None [] Feet ] Ankles [] Leg M

Usual level of
activity

Usual medication

Usual: Chest clearance D Breathing control D Exercise D

® WHEN | FEEL WORSE
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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.

¥ Configurable Mail Merge Field —— — C— - [

| Constraints |[There are no constraints for this merge field. l
Inclusion

Output

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
field will appear in the name box as below.

1
File SystmOne Mail Merge Home
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selection. The mail merge

Insert Design Layout References Review View Help Text Box
|| D ? <« I:B p Qﬂ <T Q \/:‘ p 1 Merge Later
C ) Lo m = B © 2] *+ &
Save fAmend Select Data Amend  Form Patient Patient Clinical Medication Vaccinations Sender/ Miscellaneou s
Details  Source  Field Protection | Demographics~ Care~ ~ Recipient ~ -
Commands Merge Fields

RESPIRATORY ACTION PLAN
Take this action plan with you when you visit a doctor or nurse

PR
NameF{ <Patient Name%

-

T

L == == ]

-
My respiratory
condition is:

@ WHEN | FEEL WELL

Breathlessnessat | | [ ] [ ] o 0 o000 oo
rest 1 2 3 4 5 6 7 8 9 10
None Mild Moderate Severe

| cough up sputum daily: Yes || No [ ] Amountof sputum cleared daily e.g. 1teaspoon |
White [ ] Grey [ | Paleyellow [ ] Lightgreen [ | Darkgreen [ ]

onoxygen [ I/min
] Ankles [ ] Leg ]

Colour of sputum

Oxygen saturation % | Jonair | ]

|

Swelling present
Usual level of
activity

Usual medication

None Feet

Usual:

P

Chest clearance [ ]

Breathing control D Exercise

]

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.
2.
3.

Log on to TPP SystmOne in the usual manner.

Open a Patient Record as normal.

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.

-

Select Sender & Recipient Type

‘ S|

Sender

() A textual sender

() An entry in the address book
) A SystmOne user
) The patient

) This organisation

() Patient's registered GP

() Next of kin

(7) Patient's usual GP

(©) Relationship (©) Relationship
) Me ) Me
) Referrer Save as Default (©) Referrer Save as Default

Recipient
) A textual recipient
' An entry in the address book
' A SystmOne user
' The patient
I This organisation
(U) patient's registered GP
~) Next of kin

| Patient's usual GP

- I Qan':el _

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.

_— SESENSS 0 Casseseee ===
I Other Details . Exact date & time —~— [Thu 01 Jun 2017 T 1445 = > | |
Changing the consultation date will affect all other data entered. To awvoid this, cancel and press the 'Next’' button Hide “Warning

Recipient -

rame M -~ Mic ey e ame Mouse-TestFatient

COrganisation

House name John MNotley Unit Address Book ..

Road London Road Directary.

Locality Telephone (01536 252525

Town Hettering Fax

County Morthamptonshire

Postcode ME1S TRWW Find MMap

Sender

rame - First Name e e S l

Drganisation Falls Prevention Team T

House name FPentagon House Address Book...

Raoad Sir Frank Whittle VWWaw Directory.

LY Telephone [01332 525853

Town Derby Fax

County Derbwshire

FPostcode DEZ21 4xA Find Map

wWATiting

Editar ) SystmOne (@) MS Word

Template IChDDSe Template I >

Letter type O, Prescription or Medication details - | Save as Default j
N - ] o |

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.

?Choose a Letter Template "= &J

=]
Browse ‘ Search | Favourites|

Diabetes UK Information Prescriptions
- Miscellaneous Templates
+ GP Child Protection Case Conference Report DRAFT .docx
+ RAP black and white v2 NEW .docx
:
* RAP e-colour v1 NEW.docx
Treating Your Infection Leaflets

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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File SystmOne Mail Merge Home Insert Design
2 =0 [als % [3
Save For  SaveFinal E- Mew Amend Merge Amend  Form

Future Editing Version ~ mail Template Details MNow Field Protection

Commands
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Review View Help

Q <:IE| Q % QL‘ E’E} Merge Later

Patient Clinical Medication Vaccinations Sender/ Miscellaneous

- - - Recipient -

Merge Fields

RESPIRATORY ACTION PLAN INHS|

Take this actien plan with you when you visit a docter or nurse

Name: | Mr Donald Duck-TestPatient |

My respiratory
condition is:

@ WHEN | FEEL WELL

Breathlessnessat [ | [ ] [] O O 0O O 1 0

rest 1 2 3 4 5 8 7 8 9 10
None Mild Moderate Severe

| cough up sputum daily: Yes [_] No [_| Amountof sputum cleared daily e.g. 1teaspoon[ |
Colour of sputum White [ | Grey [ | Paleyellow [ | Lightgreen [ ] Darkgreen [ |
Oxygen saturation % | | on air | ] onoxygen [ ] imin
Swelling present None [ | Feet [ ]| Ankes [ | Leg ™

Usual level of
activity

Usual medication

Usual: Chest clearance D Breathing control l:| Exercise D

WHEN | FEEL WORSE
I'have increased Breathlessness [ | Coughiwheeze [ ] Sputum [ | Discoloured sputum [ ]

I'm more breathless Increase relieverto| | puffs,upto |timesaday
My breathlessness has not improved within 24 hours: start a course of steroids

My sputum has changed colour for 24 hours or more: start a course of antibiotics

Chest clearance: increase frequency of usual chest clearance

My rescue medication is:

Antibiotics
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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 onthe
desktop. The record will then close.

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