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How To Create and Edit a Contact

For further information please contact:

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.

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.

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

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.

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.

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.

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

leedsth-tr.ImplementationTeam@nhs.net 4
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In the Choose Filter Type
select Task By Name.

In the Name field give Your
list a unique name

In the Custom View, Click in
the Category section and
then Select Tasks Assigned
to Me.

On the PPM+ Home Screen,
Click on Custom Patient List
on the left hand side.

For further information please contact:

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

How to Create a Custom List for Your Assigned
Adhoc Tasks 

leedsth-tr.ImplementationTeam@nhs.net 5
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Select All Relevant Tasks in
the drop down list. You will
see the selected Tasks on
the right side of the screen.

You can share your list if
required by Selecting the
Sharing tab and searching
for the person in the Search
field.

Now Click Save. Your list will
now show

For further information please contact:

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.

leedsth-tr.ImplementationTeam@nhs.net 6
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In the Choose Filter Type
you can filter out the
tasks from Task By Name
and Task by Team.

In the Name field give Your
list a unique name

In the Custom View, Click in
the Category section and
then Select Tasks Assigned
to Teams.

On the PPM+ Home Screen,
Click on Custom Patient List
on the left hand side.

For further information please contact:

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.

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

leedsth-tr.ImplementationTeam@nhs.net 7
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Select All Relevant Tasks in
the drop down list. You will
see the selected Tasks on
the right side of the screen.

You can share your list if
required by Selecting the
Sharing tab and searching
for the person in the Search
field.

Now Click Save. Your list will
now show

For further information please contact:

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.

leedsth-tr.ImplementationTeam@nhs.net 8
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For further information please contact:

leedsth-tr.ImplementationTeam@nhs.net 

Additional Filters for Custom Patient Lists
Categories for Adhoc Tasks 

3

2

In the Choose Filter Type
you can now filter out the
tasks from Tasks By
Profession, Tasks by
Context and Tasks by Task
Group in addition to other
filters.

In the Custom View, Click in
the Category section and
then Select Tasks For
Currently Admitted Patients
or Tasks for Recently
Discharged Patients

On the PPM+ Home Screen,
Click on Custom Patient List
on the left hand side.

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

1

9



2

5

4

6

Select All Relevant Filters in
the drop down list. You will
see the selected Tasks on
the right side of the screen.

You can share your list if
required by Selecting the
Sharing tab and searching
for the person in the Search
field.

Now Click Save. Your list will
now show

For further information please contact:

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.

leedsth-tr.ImplementationTeam@nhs.net 10
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How to find your tasks assigned to me or
tasks assigned to your team Custom
Patient List

For further information please contact:

Once you have created your list, it 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.

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

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.

leedsth-tr.ImplementationTeam@nhs.net 11
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For further information please contact:

Patient - Name of Patient 
Tasks - This column shows the number of Tasks for that patient, please note this includes
all tasks not only Adhoc Tasks. 
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. 
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 
Requesting Clinician - Who has assigned the Adhoc Task. 
Created Date – Shows the date the task was created.

Understanding your Adhoc task Custom
Patient List

leedsth-tr.ImplementationTeam@nhs.net 

You can use the arrows at the top of
a column to sort the list
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To add an adhoc task,
navigate to the Patient’s
Single Patient View and
clicking on the Add drop
down and Selecting Clinical
Document.

Next, type in Create Adhoc
Task into the Filter box. Click
on the star icon to favourite
the eForm for easier
navigation and searching
going forward. Click on the
eForm’s name to open the
eForm.

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. 

Creating a Generic Adhoc Task

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.

leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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Next, select the type of Adhoc
Task, you wish to create. If you
select Generic the only type of
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.

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.

leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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You will then need to
select the profession
the Task is for via the
Task profession drop
down box.

Next, set the Due Date
and Time for the task
and when the task will
be considered to be
Overdue. 

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

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.

leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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Then fill in the steps
needed to complete
the Task in the
Steps to complete
free text box.

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

The Task Context
filter is locked down
for a Generic Adhoc
Task to be Discharge
Planning. This can not
be edited.

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

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

11

leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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To add an adhoc task,
navigate to the Patient’s
Single Patient View and
clicking on the Add drop
down and Selecting Clinical
Document.

Next, type in Create Adhoc Task into
the Filter box. Click on the star icon
to favourite the eForm for easier
navigation and searching going
forward. Click on the eForm’s name
to open the eForm.

Creating an Assign to Specific Team or User
Adhoc Task

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.

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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https://www.ppmsupport.leedsth.nhs.uk/Resources/PPM+%20Mobile%20-%20User%20Guide.pdf
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Then, chose the Task Name from the
available tasks in the Task Name drop
down.

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.

When creating an Adhoc Task
specific for teams, choose
Assign to Specific Team Or
User. Then select the Team
from the drop down. For the
purpose of this guide, we have
selected Clinical Genetics
Appointments.

Adding an Assignee
is optional. This is to
assign tasks to
individuals required.
Please be aware the
assignee needs to
be in the Team
selected.

6

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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Next, set the Due Date
and Time for the task
and when the task will
be considered to be
Overdue. 

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

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.

You will then need to select the
profession the Task is for via the
Task profession drop down box.

11

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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Then fill in the steps
needed to complete
the Task in the
Steps to complete
free text box.

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

When you have finished completing
the eForm, click on Submit.
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11
When you have chosen to add tasks
to a specific team, the Task Context
box can be edited by using the drop
down box to add Task Context.
Discharge Planning will be added by
default but can be removed.

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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Viewing and Completing an Adhoc Task
via View Patient Tasks in the Single Patient View
and Task column in the Multi Patient View

1

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. 

When an Adhoc 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. 

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

When patients have an open Adhoc Task, this will show as a numerical
value in the Task column on your ward eWhiteboard and also in the
Task column on your desktop multi-patient view.

To access the Task window on the Multi Patient View, simply click on
the task cell for your patient.3

2

leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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If the steps have not
been completed, click
on Discard. The Adhoc
Task will remain open.

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

To access the Task window via the
Single Patient View for your patient,
click on View Patient Tasks in their
Single Patient View within the Actions
column.

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

The Tasks window will automatically default to show Due / Overdue
tasks.

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

leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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If the steps have been completed and the
box has been ticked, click on Submit.

When you are happy with the filters you
have selected, click on Apply Filters.

If you add or remove any filters by mistake,
click on the Undo Changes to go back to
the default filters.

It is possible to filter the tasks window display you see in
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.

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

12
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leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:

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.
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Please see the example below: 

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

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 - Z and Z - A. Click within the Sort By field to select how you wish to sort
the Task window.

14
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leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:

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.
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Editing an Adhoc Task via View Patient
Tasks Window

3

1

You can edit the due and/or
overdue date and/or time by ticking
the box I want to change the due or
overdue date / time box. After doing
this you can make the edits. The
functionality for changing these
dates and times is the same as
shown previously in this guide.

To edit an Assign to Specific Team or User
Adhoc Task, click on the blue square for the
Adhoc Task and then click on Edit. This can
only completed by the Task window

2

It is possible to reassign the
Adhoc task. Click within the
Assignee section to change
who the Task is assigned to.
Please note: You can only
reassign the task to
someone in the Team the
task is already assigned to.

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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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.

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

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 edit the Task
profession group for the task. This
works the same as previously
shown of in this guide.

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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Then, click on Submit.8

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

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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leedsth-tr.ImplementationTeam@nhs.net 
For further information please contact:
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Viewing the Timeline of an Adhoc Task in
the Patient Task Window

To go back to the Tasks
window display, click on
Tasks.

The Timeline for the task
will appear. Some
elements within the
Timeline can be viewed
in greater detail by
simply clicking on View.

To view the Timeline for a Adhoc Tasks
Task, click on the blue square for the
Task and then click on Timeline.

28



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 numerical value in the Task
column on your ward’s eWhiteboard and also in the Task column of your Adhoc Task
Custom Patient List.

2

1

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. 

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

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

leedsth-tr.ImplementationTeam@nhs.net 

For further information please contact:
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PPM+ Help Site: https://www.ppmsupport.leedsth.nhs.uk/

IT Service Desk
Please contact the IT Service Desk to:

Implementation Team
Please contact the Implementation Team for Digital support & training on
PPM+ functionalities.

x26655
https://lth-dwp.onbmc.com

Useful Contacts

leedsth-tr.ImplementationTeam@nhs.net

Reset your password.
Report a problem you are having within PPM+ functionality.
Report a data quality problem within PPM+.
Request new user accounts for PPM+.
Disable PPM+ accounts for any leavers from your department.


