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How To Create and Edit a Contact

The Adhoc Task functionality within PPM+ requires all users to have their Address,
Speciality and further details recorded in their PPM+ Contact correctly for it to work as
intended in the future.

In preparation for the expansion of this functionality Trustwide, staff need to have their
PPM+ set up correctly and up to date.

Please see the Create a Contact User Guide to see further information on how to Create
and edit/update your PPM+ Contact.

Please Click Here to view the User Guide.

For further information please contact:
b leedsth-tr.implementationTeam@nhs.net



https://www.ppmsupport.leedsth.nhs.uk/Resources/Adding%20And%20Editing%20Your%20Contact%20On%20PPM+%20-%20User%20Guide.pdf

How to find your and your Team’s Adhoc
Task Custom Patient List

Adhoc Task teams will be set up in PPM+ by the Implementation team.

The Adhoc Task Custom Patient List will be created by a nominated member of your

team with support from the Implementation Team and shared with the team, so all
required team members can see the Adhoc Task Custom Patient List.

If you are unsure of your team’s list(s), please contact your manager to find out more.

If you require a team or/and a Adhoc Task Custom Patient List creating, please contact
the Implementation Team for support.

To find your team’s Adhoc Task Custom Patient List from the Home

Screen on the PPM+ Homepage, click on Browse List,
Custom Patient Lists, My Teams Custom Patient Lists Then Select

the Required List, if the list has been shared with you.

Home

Actions 0o
Patient Lists

Patients Lists Custom List Categories My Teams Custom Patient Lists

The list will be visible in the My Recent Lists Section, Click on the list
to open it. You can Click on the Pin Icon to keep the Custom Patient
List at the top your list.

My Recent Lists

= _Custom View - Test Test Test CG
Ea ategory Custom Patient List Last Viewed 15-Jan-2024 11:59

For further information please contact:

S leedsth-tr.ImplementationTeam@nhs.net




How to Create a Custom List for Your Assigned
Adhoc Tasks

You can create a list of Adhoc task assigned to you.

Please note: This list will not show tasks assigned to your team. It will only
show tasks assigned to you

On the PPM+ Home Screen, . ~ —
Click on Custom Patient List "=

on the left hand side.

Ward (Old View)
Unplanned Pabeni Lt
Bed Slale

Contacts

Browse Contacts

In the Custom View, Click in Custom View

e the Category section and Category
then Select Tasks Assigned .
to Me.

Custom View

Category

Tasks Assigned To Me

o

Choose Filter Type

In the Choose Filter Type
select Task By Name.

F

lask By Nama e I

In the Name field give Your  Name
list a unique name Enter V

For further information please contact:

=7 leedsth-tr.ImplementationTeam@nhs.net




Select All Relevant Tasks in

the drop down list. You will === —
see the selected Tasks on R [P
the right side of the screen. o

mmmmmmmmmmm

You can share your list if s [
required by Selecting the FrR———
Sharing tab and searching

for the person in the Search
field.

Please Selecl

Now Click Save. Your list will m
now show

Please Note - If you are creating a list of tasks assigned to you and
want to share your list with a colleague e.g a Consultant sharing a
list of their tasks to their PA, please make sure the list has been
shared with the relevant colleague within the sharing tab.

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




How to Create a Custom List for Your Team'’s
Assighed Adhoc Tasks

You can create a list of Adhoc task assigned to your team.

Please note: This list will not show tasks assigned to you. It will only show
tasks assigned to your team.

On the PPM+ Home Screen, . ~ —
Click on Custom Patient List "=

on the left hand side.

Ward (Old View)
Unplanned Pabeni Lt
Bed Slale

Contacts

Browse Contacts
In the Custom View, Click in Gustom o
the Category section and Category
° Tasks Assigned To Teams v

then Select Tasks Assignhed g
to Teams. [ Finers [T
In the Choose Filter Type ——

ategory
you can filter out the y
tasks from Task By Name 2 s
and Task by Team. pesse elect.. |

raskeyName K

In the Name field give Your  Name
list a unique name Enter View Name

For further information please contact:

=7 leedsth-tr.ImplementationTeam@nhs.net




Select All Relevant Tasks in

the drop down list. You will === —
see the selected Tasks on R [P
the right side of the screen. o

mmmmmmmmmmm

You can share your list if s [
required by Selecting the FrR———
Sharing tab and searching

for the person in the Search
field.

Please Selecl

Now Click Save. Your list will m
now show

Please Note - If you are creating a list of tasks assigned to your
team and want to share your list with a colleague e.g a Consultant
sharing a list of their tasks to their PA, please make sure the list
has been shared with the relevant colleague within the sharing tab.

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




Additional Filters for Custom Patient Lists
Categories for Adhoc Tasks

You can now Add Additional Filters to the Creation of Custom Patient Lists for your
assigned Ad hoc Tasks.

Horme

On the PPM+ Home Screen, .
Click on Custom Patient List et

Broswrse List

on the left hand side.

Ward (Old Wiew)
Unplannad Pabeni Lt
Bed Stae

Contacts

Browse Contacts

m el i

O My Motifications

Coming Soon

Home  Create Custom List x

In the Custom View, Click in
the Category section and

Category

Currently Admitted Patients

Custom View

Or TaSKS for Recently Home Create Custom List x
Discharged Patients E——
Category
‘ Tasks For Recently Discharged Patients v
m Sharing
In the Choose Filter Type Fitters [
you can now filter out the Ghicose Fitar Type
tasks from Tasks By VPlease Salect
° Tasks By Name
PrOfeSS|0n, TaSKS by Discharged From Ward

Context and Tasks by Task
Group in addition to other
filters.

Tasks By Profession
Tasks By Context

Tasks By Task Group

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




Select All Relevant Filters in &=

Choose Filter Type Filter Criteria

the drop down list. You will == ) |
see the selected Tasks on — - =
the right side of the screen. L8 oo
You can share your list if B2 svivo
required by Selecting the St

Sharing tab and searching Preasa Selec
for the person in the Search
field.

Now Click Save. Your list will m
NOW Show

Please Note - If you are creating a list of tasks assigned to your
team and want to share your list with a colleague e.g a Consultant
sharing a list of their tasks to their PA, please make sure the list
has been shared with the relevant colleague within the sharing tab.

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




How to find your tasks assighed to me or
tasks assigned to your team Custom
Patient List

Lists Section, Click on the list to open it. You can Click on the Pin

0 Once you have created your list, it will be visible in the My Recent
Icon to keep the Custom Patient List at the top your list.

My Recent Lists
Custom View - Clinical Genetics Team Custom Patient List
R categoryCustom Patient List Las: s F18-0ct-2023 15:44

tom Wiew - Radiolegy &lert {Cardiclogy) Test
egory Custom Patient List tast wewsd 13-Jun-2023 10:00

You can also find your list from the Home Screen By Selecting Browse
List, Custom Patient Lists, My Custom Patient Lists Then Select the
Required List.

Home

Actions a3
Patient Lists

Browse List >

rowWs i i
Patients Lists Custom List Cateqgories My Custom Patient Lists
....... clirl
Clin gen t aIm

To find out more about creating, viewing and editing Custom Patient Lists by
Clicking Here.

For further information please contact:

5 leedsth-tr.ImplementationTeam@nhs.net



https://www.ppmsupport.leedsth.nhs.uk/Resources/Custom%20Patient%20List.pdf
https://www.ppmsupport.leedsth.nhs.uk/Resources/Custom%20Patient%20List.pdf

Understanding your Adhoc task Custom
Patient List

Clin Genetics Cancer Team Task List & Select Columns
Action Patient s Age Tasks Task Name Due Date Team Assigned To Requasting Created Date
Number Clinician

. . 13-Nov-2023 Clinical Genetics Cancer o 13-Nov-2023
n TESTTEAM Seven ¢ |11 (2 overdue, 2 due) e Cancer Registry 1595 Team HinchliT 1523

; 13-Nov-2023 Clinical Genetics Cancer A 13-Nov-2023
n TESTTEAM Seven ¢ | 11 (9 overdue, 2 due) €@ Further Info Request S s HinchiiT e
n TESTTEAM Seven ¢ | 11 (9 overdue, 2 due) @

e Patient - Name of Patient

o Tasks - This column shows the number of Tasks for that patient, please note this includes
all tasks not only Adhoc Tasks.

e Task Name - Shows the name of the Adhoc Task requiring action for that Patient (It is
possible for a Patient to be on the Custom Patient List multiple times if they have multiple
Adhoc Tasks assigned to them.

e Due Date - When the Adhoc Task is due.

Team - Team the Adhoc Task is assigned to.

* Assigned To - Who the Adhoc Task is assigned to

e Requesting Clinician - Who has assigned the Adhoc Task.

o Created Date - Shows the date the task was created.

You can use the arrows at the top of
a column to sort the list

For further information please contact:

N leedsth-tr.ImplementationTeam@nhs.net




Creating a Generic Adhoc Task

Please Note: Only use Generic Adhoc Task Type - Tasks Assigned to
Specific Team or user side of the eForm is currently only available for Pilot
teams and Clinical Genetics.

To add an adhoc task,
navigate to the Patient’s

_ Show Booked and Deliveres »

o . o Summary = Add ~ D
Single Patient View and o
clickin g on the Add dro P J0Nov-2023 Assessment  Spinal Surge  Clinical Note I

}  Aftachment E
down and Selecting Clinical 23-Nov-2023 Prescripion  Outpatient ¢ Dictation (EPRO)
I7-Now-2023 Medical Assess DRAFT - CC  Manage Custom List
Document. 08-Mov-2023 Frescriphon  Outpatient Clinic Prescription:, - (In
07-Nov-2023 Prescripbor Qutpatient Clinic Prescription: SPE I Na
02-Mow-2023 Prescripbon Cutpatient Clinic Prescription. SPE

Next, type in Create Adhoc

In Progress (Drafts)

Task into the Filter box. Click
on the star icon to favourite
the eForm for easier

navigation and searching P —

going forward. Click on the
eForm’s name to open the
eForm.

Add New Document

F
Create Adhoc Task Tasks (]

Criteria Led Discharge Assessment Medical Assessment

Deteriorating Patient Screening Tool (Sepsis /
Nen-sepsis) (Adult)

Height and Weight Record Nursing Assessment Tool
Patient Form Launcher Telephone Consultation

Psychaology Clinical Mote Clinical Note

You can also add and complete the eForm via the PPM+ Mobile app.
To find out how to add an eForm/Clinical Document via the PPM+
Mobile app, please follow the PPM+ Mobile guide by Clicking Here.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net



https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0

Genetics Team

Please note:

contains sensitive information

Tasks that are not assigned to a Genetics Team will be visible to all non-Genetics users. Please ensure you select a Genetics team if the task

This information is for Clinical Genetics’ Teams awareness
regarding the use of this eForm due to the sensitivity of the

information they handle, that may be displayed to all staff within

the Trust.

Next, select the type of Adhoc

Task, you wish to create. If you  AdHoc Task Type*

task context you can create is
for Discharge Planning. In the
future, we will be able to create
different types of tasks with
different contexts.

Then, chose the Task Name from the
available tasks in the Task Name drop
down.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net

select Generic the only type of _ _ B
C: sl Assign to specific team or user

Task Name ™

Select...

Assessment Required

Book Meeting

Book Transport

Cancer Registry

Confirm Start Date Of Social Care Provision
Consent Request

Contact Mext Of Kin

Correspondence

S




Due Date ™

Next, set the Due Date

02112712024

Overdue Date *

and when the task will .
be considered to be

and Time for the task

Due Time *

Overdue Time ™

ge)

The datetime the task becomes 'Overdue’ (Red)

Overdue.

Click on an individual
field picker’'s icon to
amend that Due Date
or Time, as required.

You will then need to

select the profession

the Task is for via the
Task profession drop
down box.

It is possible add additional
professions, who can complete
the Task by clicking on the drop
down arrow. If you need to
remove an added profession
click on the x icon.

For further information please contact:

5 leedsth-tr.ImplementationTeam@nhs.net

December 2024 ~ /[\ \],

Mo Tu We Th Fr Sa Su

2h 2 27 2 29 W 1

n 3 B4 5 6 T[F 4

9 W 11 12 12 14 15

e 47 1& 19 2 21 22
23 24 2B M 2T X 2

M 3 1 2 3 4 b

Task Profession”™

Admin & Clerical

Case Manager
Chaplaincy

Dietetics

Discharge Co-ordinator
Dispensary

Doctor - Consultant

Doctor - Other Resident

Task Profession”™

| Admin & ::mm:am

Select all that apply

A ¢



The Task Context

filter is locked down ask Context Task Group *

for a Generic Adhoc orcarne oo x Ad Hoo Tasks | X
Task to be Discharge =i, Sl

Planning. This can not

be edited.

Then fill in the steps
needed to complete  Task details
the Task in the

Steps to complete

» Have conversation with Family

free text box . » Confirm they are happy for patient to be discharged home with package of care

Use the tools
available to format
the task details, if
required.

When you have finished completing
the eForm, click on Submit.

Please Note: Only use Generic Adhoc Task Type - Tasks Assignhed to Specific
Team or user is should only be used for Pilot teams and Clinical Genetics.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net




Creating an Assign to Specific Team or User
Adhoc Task

To add an adhoc task,
navigate to the Patient’s

_ Show Booked and Deliveres

Summary Add -

Single Patient View and i
clicking on the Add drop 20.Nov-2023 Assessment  Spinal Surge UGl NOIe
} Aftachmen
down and Selecting Clinical 23-Nov-2023 Prescipion  Quipatient C  Dictation (EPRO)
17-Nov-2023 Medical Assess DRAFT - CC Manage Custom List
Document. 08-Nov-2023 Frescripton  Outpatient Clinic Prescription:. - (In
O7-Mow-2023 Frescriphor Cwtpatient Clinic Prescription: SPE I Na
02-MNow-2023 Prescripbon  Qwipatient Clinic Prescription: SPE

Add Document x
Create Adhoc Task

Next, type in Create Adhoc Task into Lo clsoree -

In Progress (Drafts)

the Filter box. Click on the star icon ..o s

to favourite the eForm for easier

navigation and searching going

forward. Click on the eForm’s name ...

to open the eForm.

In Progress (Drafts)

There are no draft documents

Add New Document

e
Create Adhoc Task Tasks ]

Criteria Led Discharge Assessment Medical Assessment

Deteriorating Patient Screening Tool (Sepsis /

Non-sepsis) (Adult) Nursing Assessment Tool

Height and Weight Record Mursing Assessment Tool
Patient Form Launcher Telephone Consultation
Psychology Clinical Mote Clinical Note

You can also add and complete the eForm via the PPM+ Mobile app. To
find out how to add an eForm/Clinical Document via the PPM+ Mobile
app, please follow the PPM+ Mobile guide by Clicking Here.

For further information please contact:

S leedsth-tr.ImplementationTeam@nhs.net


https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ppmsupport.leedsth.nhs.uk%2FResources%2FPPM%2B%2520Mobile%2520-%2520User%2520Guide.pdf&data=05%7C02%7Csaffron.blower%40nhs.net%7C5001e64393f34751eb3108dc18d55cb5%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638412551857520815%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XrF%2BaHva0Z2LjLjSEZejZaoeZtWxin2%2B4OZvb%2Fbwx7o%3D&reserved=0
https://www.ppmsupport.leedsth.nhs.uk/Resources/PPM+%20Mobile%20-%20User%20Guide.pdf

Genetics Team

Please note:

Tasks that are not assigned to a Genetics Team will be visible to all non-Genetics users. Please ensure you select a Genetics team if the task
contains sensitive information

This information is for Clinical Genetics’ Teams awareness
regarding the use of this eForm due to the sensitivity of the
information they handle, that may be displayed to all staff within
the Trust.

Ad Hoc Task Type ©

- Generic
When creating an Adhoc Task R

specific for teams, choose Tm

Assign to Specific Team Or T
User. Then select the Team Sk cingp o
from the drop down. For the bt
purpose of this guide, we have Clrical Genetios Medical Recods
selected Clinical Genetics e Gt PR e
Appointments. i

Adding an Assignee
is optional. This is to

Team™ Assignee

assign tasks to
ndividuals required.
Please be aware the
assignee needs to
be in the Team
selected. Task Name *
Select .
Then, chose the Task Name from the PP -
available tasks in the Task Name drop zi:‘g I

down.

Cancer Registry

Confirm Start Date Of Social Care Provision
Consent Request

Contact Next Of Kin

Correspondence

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




Due Date ™ Due Time *

Next, set the Due Date
and Time for the task e
and when the task will ~ °verdueb=te -~
Overdue.

December 2024 - /[\ \I/
Click on an individual Mo Tu We Th Fr Sa Su
field picker’'s icon to 25 26 27 28 29 30 1
amend that Due Date B[] 7

Ti ired g 10 M 12 13 14 15
or 1ime, as requirea. S Tt i
e o

M 3 1 2 3 4 b

Task Profession™

Admin & Clerical
YOU Wl” then need tO SeIeCt the Case Manager
profession the Task is for via the Chaplaincy
Task profession drop down box. Distetics

Discharge Co-ordinator
Dispansary
Doctor - Consultant

Doctor - Other Resident

It is possible add additional
professions, who can complete

the Task by clicking on the drop Task Profession”
down arrow. If you need to — :
remove an added profession ""”""“““"““D
click on the xicon. Select all that apply

For further information please contact:

=7 leedsth-tr.ImplementationTeam@nhs.net

T



Task Context”
When you have chosen to add tasks e X | v

to a specific team, the Task Context

4

box can be edited by using the drop f::
down box to add Task Context. Audit
Discharge Planning will be added by Care Plar
default but can be removed. Comespondence

Elective Surgery
Interventions / Procedures

Medications

Then fill in the steps
needed to complete
the Task in the
Steps to complete
free text box.

Task details

» Have conversation with Family
« Confirm they are happy for patient to be discharged home with package of care

Use the tools
available to format
the task details, if

required.
When you have finished completing
the eForm, click on Submit.

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




Viewing and Completing an Adhoc Task
via View Patient Tasks in the Single Patient View
and Task column in the Multi Patient View

Adhoc Tasks functionality in PPM+ has been developed to support the
provision of high quality patient care by providing a visual prompt to inform
users when the associated eform requires completing.

value in the Task column on your ward eWhiteboard and also in the

0 When patients have an open Adhoc Task, this will show as a numerical
Task column on your desktop multi-patient view.

Ward View: TEST EPR ZZ2Z St James's University Hospital, Ward Code: ZZZ Patient Name.__. Ungroup Select Columns eWhiteboard View ~ [~
Action Ward Bed Patient Age Consultant Specialty LOS f::eria R2R Efuzi:ingfor EDD Planning EDID Chinical | b a2 Madica) (ot
Discharge Discharge ANHRaEy dobs <l
Bed Unassigned
TEST
ﬂ EPR TESTCAF One 14y ? N Medicine 449d (2] On Ward
zzz
TEST B
[~ ] 5_:: TESTCAF Three 14y overdue) O A Medicine 4454 (2] On Ward
TEST 404 o
ﬂ E:; TESTCAF Two | 14y overaue) S A Medicine 445d (2] On Ward
Lisi TESTCHECKWA - Eer;gf:t( w
= E:; Withoutftof-Edited = overdue) B MsA Surgery WA ©On Ward results, Ph:
Complete_. | Rer
When an Adhoc Task becomes Due you
will see an exclamation mark in the Tasks
Alerts Tasks Consu
column.
1 MSA
If the task becomes Overdue a red 0 O e
o . . overdus)
question mark will be seen in the
Tasks column. 2 @ |1(10uve) @ |Msa

Please note, if you cannot see the Task
column on your multi-patient view, it can
be added via ‘Select Columns’.

To access the Task window on the Multi Patient View, simply click on
the task cell for your patient.

Select Calumns

Ward View: TEST EPR ZZZ St James's University Hospital, Ward Code: ZZZ Patient Name.__. Ungroup Select Columns eWhiteboard View ~ =
Scanned 1M bl i Clinical Medical Ot
Action Ward Bed Patient Age . Since Tasks Consultant Specialty LOS Led R2R Awaiting for EDD Planning EDID eDAN v2
Location i 5 2 Summary Jobs Jol
Arrival Discharge Discharge

Bed Unassigned

TEST aasa 50
ﬂ EPR TESTCAF One 1dy 20h (2] Medicine 449d (2] On Ward
overdue)
77z 11m
TEST _
~ B TESTCAF Three 14y gl b S - |1 Medicine 4450 & on Ward
2h overdug)
zzz
TEST aasd |,
° EPR TESTCAF Two )| 14y 2h (2 10N Medicine 445d £ on Ward
overdue)
77z 17m
— 245d Check v
TESTCHECKWA  « 23h |11 ent
[~ ] E:; Withoutftof-Edited 24y om | overdue) © 1sa Surgery WA On Ward results, | Phi
(WA) Complete... | Rer

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net




To access the Task window via the Actions <

Single Patient View for your patient, :
click on View Patient Tasks in their

View Patient Tasks

View Patient Details

Single Patient View within the Actions Tl Aciting

column.

When you access the Task window, it will functionally work the same
when accessed by the Single Patient View or Multi Patient View.

tasks.

The Tasks window will automatically default to show Due / Overdue

Clicking on the Adhoc Task nhame will open the associated eForm, for
you to complete the outstanding task

Tasks

Custom v Due Soones t w

Contact Next Of Kin

Assessment Required

Review the Task details and
tick, | have completed the
steps outlined above box to
complete the task.

If the steps have not

been completed, click
on Discard. The Adhoc
Task will remain open.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net

Q

1 day ago ﬂ .
Overdue 2

a few seconds ago n B
Mot Yel Due % 2

Complete Adhoc Task

& Please be aware, switching away from this form will cause any unsaved data to be lost.

Task details

Steps to complete
test

Complete Task

Have all appropriate steps been followed? *

| have completed the steps outlined above




If the steps have been completed and the Submit
box has been ticked, click on Submit. =

Once you have completed and submitted the eForm, the Task will close and the Task
column on the Multi Patient View will be updated.

Itis pos;.sibl'e to filter :che tasks w.inc!ow display you see in # More
the Patient’'s Task window by clicking on More.
Within this section, you can filter the Task window to show the tasks

by status you only wish to see. Select the filters you wish to apply by
clicking the tick box next to the filter you wish to add or remove.

You can apply filters to view Tasks assigned only to you or your team
here. You can also filter the Tasks by Context, Domain and Role here.

ATRISKPRESSURE, Ulcercatthree

Born 26-Jan-1999 Sex Female NHS Mo,

Assignment Status Context

My Teams Overdue Appointment Assessment

Me Due
Not Yet Due
Completed
Cancelled Role

Domain

Ad Hoc Tasks

A\ You have unsaved changes

[ Undo changes ]

Apply Filters

If you add or remove any filters by mistake, ’ﬁu 4o ch
click on the Undo Changes to go back to ndo changes
the default filters.

@ When you are happy with the filters you Apply Filters

have selected, click on Apply Filters.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net




Status meanings and how they display in the task window:

Tasks which are not due yet show in black text.
Tasks which are due show in

Tasks which are overdue show as red text.
Tasks which are cancelled show as

Please see the example below:

Height and Weight (Adult) ' gi: r’:ﬂz
1 Day Ago

Height and Weight (Adult) A
=L Le

Redacted 1 Day Ago

Due

Select the task you want to complete.

Complete the associated eForm and submit, this will close the Task.

You can sort the Task window for your Patient by Due Soonest, Least Due,
A -Zand Z - A. Click within the Sort By field to select how you wish to sort
the Task window.

Due Soonest

Least Due 10
A-7 le
Z-A

Please be aware, Assignment filters (My Teams and Me) are only
applicable for teams and users piloting the Assign to specific team
or user side of the Create Adhoc Task eForm and will be fully
functional when the Adhoc Task project is live Trust Wide, this will
provide more visual benefit for every user in the Trust.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net




Editing an Adhoc Task via View Patient
Tasks Window

To edit an Assign to Specific Teamor User * I
Adhoc Task, click on the blue square for the Close

Adhoc Task and then click on Edit. This can =

only completed by the Task window

Timeline

I t i S p O S S i b I e to rea ss i g n t h e idi:’:::::e::te. switching away from this form will cause any unsaved data to be lost
Adhoc task. Click within the

Assignee section to change

Please note: You can only

reassign the task to — =t

someone in the Team the P .

task is already assigned to. I — -

You can edit the due and/or

overdue date and/or time by ticking

the bOX | want to Change the due or Do you want to change the due or overdue date / time?
overdue date / time box. After doing T

this you can make the edits. The

functionality for changing these

dates and times is the same as

shown previously in this guide.

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




You can also edit the Task

works the same as previously
shown of in this guide.

You can also edit the Task
Context for the adhoc task. This
works the same as previously
shown of in this guide.

You can also make any
edits needed to the Task
details, if required.

You will need to complete
a Edit Task Reason for
editing the Task.

This uses the Clinical Note
format. You will need to
view the Tasks Timeline to
see this submitted Edit
Task Reason.

For further information please contact:

Task Profession”™

Doctor - Other Resident X X v

—

b

Admin & Clerical

profession group for the task. This Case Manager

Chaplaincy
Dietetics

Discharge Co-ordinator

Task Context ™

Discharge Planning X X “

4

Appointment
Assessment
Audit

Care Plan

Correspondence

Elective Surgery

Task details

Steps to complete *
B N = =

+ talk to family and gain consent from patient

Edit Task Reason

| Please enter a reason for editing this task

Author Date of activity * Time of activity *
SMALES, Samuel (Mr) - (Admin - Clinical Genet 03/12/2024 13:48
03-Dec-2024
Profession * Specialty * Type of note *
Case Manager Clinical Genetics
Subject Line
The task "'Contact Next Of Kin' created on '03/Dec/2024 13:47" has been changed
Notes *
B I U =

exiened task to case manager
S

~ leedsth-tr.ImplementationTeam@nhs.net
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9 Then, click on Submit. Submit

Please be aware, following submission the 'Edit Task Reason' will only be
visible on the Task's Timeline.

For further information please contact:

7 leedsth-tr.ImplementationTeam@nhs.net




Viewing the Timeline of an Adhoc Task in
the Patient Task Window

To view the Timeline for a Adhoc Tasks -, : I
0 Task, click on the blue square for the *

Task and then click on Timeline. Close

Edit

E
Timeline

The Timeline for the task — P
W| Il a p p ear. Some Edit Adhoc Task (Created) 0
e e I ements w |t h | nt h e s o e T D BRGEL SRNGE CRIchen e e
Timeline can be viewed ' = = |
in greater detail by jaskConbactMexthKm[Ovardua}
Si m p Iy C | iC ki n g O n View‘ e Task Contact Next Of Kin (Due)

To go back to the Tasks .l. I‘L
e window display, click on < dSKS

Tasks.

For further information please contact:
5 leedsth-tr.ImplementationTeam@nhs.net




Viewing and Completing an Adhoc Task via an
Adhoc Task Custom Patient List

It is possible to complete an Adhoc Task via the Adhoc Task Custom Patient List itself.
The functionality of the Tasks window is the same as shown previously in this guide.

When patients have open Tasks, this will show as a humerical value in the Task
column on your ward’s eWhiteboard and also in the Task column of your Adhoc Task
Custom Patient List.

Clinical Genetics Team Custom Patient List € Select Columns
S
Action Patient HH S Number Age Tasks Task Hame Due Date Team Assigned To Requesting Clinician
ﬂ TEST Alpha 43y 1 {1 overdue} a Post-Clinic Information 18-Sept-2023 13:30 Clinica! Genetics Team
ﬂ TEST Mpv y 13 {13 overdue} 9 MOT Review 22-Bept-2023 13:37 Clinical Genetics Team
ﬂ TEST Mpv ¥ 13 {13 overdus) a Positve Control Reqguest 22-Sept-2023 13:38 Clinical Genetics Team
ﬂ TEST Mpwv Iy 13 (13 overdus} a Positive Control Request 22-Bept-2023 13:48 Clinical Genetics Team
ﬂ TEST Mpv ¥ 13 {13 overdus) a Post-Clinic Information 22-Sept-2023 13:53 Clinical Genetics Team
ﬂ TASK Cn= A0y 10 {10 overdus) 9 Positive Control Request 22-Bept-2023 14:41 Clinical Genetics Team
ﬂ TASK Cne 40y 10 (10 overdus) a MOT Review 22-Sept-2023 14:44 Clinica! Genetics Team
ﬂ TASK Cne= A0y 10 {10 overdus) 6 Pre-Clinic: Information 22-Bept-2023 14:48 Clinical Genetics Team
ﬂ TESTML Testinga Ty 11 {11 owverdue) a Pre-Clinic Information 22-Sept-2023 14:52 Clinical Genetics Team
ﬂ TEST Mpv Iy 13 {13 overdus) a Post-Clinic Information 22-Sept-2023 14:53 Clinica! Genetics Team
ﬂ TESTMLC Mic Iy 10 {10 overdus} a Positive Control Request 25-Sept-2023 Clinical Genetics Team
ﬂ TEST Mpv Iy 13 {13 overdus) a MOT Review 25-Sept-2023 10:13 Clinical Genetics Team

When a task becomes Due you will see an
exclamation mark in the Tasks column.

If the task becomes Overdue a red
question mark will be seen in the

Tasks column. T | .

overdus)

Alerts Tasks Consu

1 MEA

Please note, if you cannot see the Task 2 @ |10¢1due) O |msa
column on your multi-patient view, it can
be added via ‘Select Columns’.

Select Columns

Click on the Task box for your selected patient. This will then open the
Task window.

Clinical Genetics Team Custom Patient List € Select Columns

Action Patient HH 5 Number Age Tasks Task Hame Due Date Team Assigned To Requesting Clinician
n 43y 18-Sept-2023 12:30 Clinical Genetics Team
n TEST Mpv Iy 22-Sept-2023 12:37 Clinical Genetics Team
ﬂ TEST Mpv i " 22-Sept-2023 12:39 Clinical Genetics Team
n TEST Mpv Iy 22-Sept-2023 12:48 Clinical Genetics Team
a TEST Mpv ¥ 22-Sept-2023 13:53 Clinical Genetics Team
n TASK One A0y 10 (10 overdus) 9 Positive Control Request 22-Sept-2023 14:41 Clinical Genetics Team
a TASK ne 40y 10 (10 overdus) 9 MDT Review 22-Sept-2023 14:44 Clinical Genetics Team
n TASK Cne 40y 10 (10 ocverdus) 9 Pre-Clinic Information 22-Sept-2023 14:43 Clinical Genetics Team
a TESTML Testinga 11y 11 {11 owerdus) 9 Pre-Clinic Information 22-Sept-2023 14:52 Clinical Genetics Team
n TEST Mpv Jy 13 {13 overdus} 9 Post-Clinic Information 22-Sept-2023 14:53 Clinical Genetics Team
a TESTMLC Mic Jy 10 (10 ocverdus) 9 Positive Control Reguest 26-Sept-2023 Clinical Genetics Team
a TEST Mpv Iy 13 {13 overdus) 9 MDT Review 26-Sept-2022 10:13 Clinical Genetics Team

For further information please contact:

~ leedsth-tr.ImplementationTeam@nhs.net




Useful Contacts

Implementation Team
Please contact the Implementation Team for Digital support & training on
PPM+ functionalities.
B leedsth-tr.mplementationTeam@nhs.net
IT Service Desk
Please contact the IT Service Desk to:
* Reset your password.
* Report a problem you are having within PPM+ functionality.
 Report a data quality problem within PPM+.
e Request new user accounts for PPM+.
e Disable PPM+ accounts for any leavers from your department.

(. x26655
@ https://Ith-dwp.onbmc.com

@ PPM+ Help Site: https://www.ppmsupport.leedsth.nhs.uk/



