USER GUIDE

QOO

#LeedsDigitalWay

NNNNNNNNNNNNNNNNNNN *IMPROVES




Contents page

Adding your contact ------------=-----mmmmmmmom oo Pages 3 -5
Editing your contact -------------------mmmmmmmmo - Pages 6 -8

Useful Contacts ----------=--=-=---------mmmmmmm Page 9




Adding Your Contact

If you have not already created a contact on PPM+, the My
Details Creation Wizard will appear when you log in. The
steps to follow to create a contact are shown below.

My Details Creation Wizard

BRI vissing Detais

© Search

Your user account does not have a contact associated with it, to enable shanng and referencing in activity. This
© Details process should not take more than a few minutes but you can click Cancel to complete it next time you log on to ppm+

Simply click Next to start.
© Addresses

Click on Next to begin.

Search for your name to see if you already have an existing
contact (you may have an existing contact if you have previously
worked for the Trust). Select your contact if it appears in the
search results. If no contact is found click Next.

My Details Creation Wizard X

© Warning Search existing details

Search Please search for your details using surname or surname and forename, or national code e.g. GMC code before

© Details proceeding. Please note that you cannot search on an individuals username

© Addresses a:

No contact found




e In the My Details section complete the
fields shown. Please note the asterisk '*'
indicates which sections are mandatory.
When finished click Next.

My Details Creation Wizard x
© Warning Details
O Sean:h Type*
- S
0 Addresses Title
Ms v
Forenames *
Your
Surname *
Name

Position / Job Title

Registered Nurse

National Code (e.g. GMC/Other)
123456789

Cancel m F

Click on Add to add your address, if you

a work across multiple sites you can add
more than one.

My Details Creation Wizard S

@ Warmning Addresses

© Search

@ Details

Active Addresses {

Cancel E¥¥ saaasessseosssssssss h




Select or add your department and click Next.
Then click Save to complete contact information.

St James's University Hospital, Beckett Street, Leeds, LS9
7TF

Department®

<General Address> W

4+ New Department
ol <~




Editing Your Contact

You can edit your contact details at any time in the
My Details link from the user menu shown below.

- Intranet I

FAQS
My Recent Lists
Ward - TEST EPR 224 What's New

= TEST EPR ZZZ
Patient List - my list | Help
| Custom Patier
Ward - 26 (SJUH) Feedback

M Name 26 (SIUH) e)

Patient List - test 99
MW cutegory Custom Patie

Ward - 28 (SJUH)
e 28 (SIJUH) 178

- - T TR ]

Sign Out

In the My Details section you can edit or add to any of
these fields. When completed click Save or click Next
to move on to the next section.

My Details Edit Wizard

S oo

@ Specialties Type *

©® Addresses Admin v
© Teams Title

© Linked Account Miss V|

Forenames *

Hannah

Surname *

Johnson

Position / Job Title

Project Support Officer

National Code (e.g. GMC/Other)

oo S




Click Add and select your speciality, you have the
option to select multiple specialties this section.

My Details Edit Wizard x

@ Details Specialties

© Addresses

P Show Active ﬂ Sort by name ascending
@ Linked Account Active Specialties ()

I Adding Specialties is optional.

= - o> | <

The first speciality you add will automatically be your main
speciality, by clicking the blue drop down arrow you can
remove or make another speciality your main speciality

My Details Edit Wizard ES

© Details Specialties

& Addresses

@ Teams

@ Linked Account Active Specialties 0
' Allied Health Professional Active
Mark as main
| e m Active

o | D Ct> | e




By using the add button you can add additional Trust sites and
select one to make your 'active' or 'main' location.

My Details Edit Wizard b 4

© Details Addresses

© Specialties

ter Addresses
& Teams Show Active + | Sort by address ascending s

@ Linked Account Active Addresses o
B  stuames's University Hospital, Beckett Street, Leeds, LS9 7TF

el | e

Click on the blue arrow to customise your associated
period to that site and edit communication information
for the specific location you work in

My Details Edit Wizard

© Details Specialties

@ Addresses

© Linked Account Active Specialties 9 + Add

' Allied Health Professional Active
& Mark as main
‘ ® Ramovs m Active

et | I

Remember to click on Save, once finished



Informatics Service Desk

If you are having problems with logging in or using PPM+, please contact the
Informatics Service Desk for your organisation in the first instance.

If still experiencing issues please contact the LTHT Informatics Service Desk
on informaticsservicedesk.lth@nhs.net or 0113 3926655.

For further information and helpful guides on using PPM+ please see the link
to our PPM+ Help Site:
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