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leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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How To Create Your Contact

If you need to set up your contact, please click here to view the guide.

https://www.ppmsupport.leedsth.nhs.uk/Contacts.html


1 On the homepage use the drop down next to Sign Out and select User
Profile. Your contact information will then open up.
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leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:

Select Teams from the list on the left-hand side to view the teams
you are currently a member of. 
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How To Add Yourself To A Team
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leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:

Click on the Add button and search for the name of the team you
wish to add yourself to. 
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Select the correct team from the list and press Next. The Valid From
date will automatically appear as the current date. Only select a Valid
To date if you wish for your membership to expire. Your Membership
Type should be set as Core. Once all details have been completed,
click Save.

4



5

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

The team will then appear in Teams as an active team. Click Save
once you have finished.
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1 On the homepage of ppm+, on the left hand side select Custom
Patient List.

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

2
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Creating Your Custom Triage List and
Patient Review List

You will then need to select Task Assigned to Teams in Category. In
Name, you will need to give your team the relevant name. 

In the Choose Filter Type select Task by team and then the Relevant
Team Name. This will appear on the right hand side in the Filter
Criteria section, then press Save



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

5  In the Choose Filter Type select Task by Name and then select
Triage.

This will appear on the right hand side in the Filter Criteria section.
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You will then need to select Sharing and search for your team.

This will appear on the right hand side in the Share With. You can
give the team Read List access only or also give them Edit List,
Delete List. Once completed, press Save



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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You will now be able to see the Triage List.

8 On the homepage of ppm+, on the left hand side select Custom
Patient List.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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9 You will then need to select Specialist Referrals Patient Review in
Category. In Name, you will need to give your team the relevant name. 

In the Choose Filter Type select Task by Team and then the Relevant
Team Name. This will appear on the right hand side in the Filter Criteria
section.

You will then need to select Sharing and search for your team.

This will appear on the right hand side in the Share With. You can
give the team Read List access only or also give them Edit List,
Delete List. Once completed, press Save



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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You will now be able to see the Review List.11



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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1 On the Home page, on the left hand side, click Browse List.

How to find your Teams Triage and
Patient Review Lists

2
In the Patient Lists, select Custom Patient Lists, in Custom List
Categories select My Teams Custom Patient list. Then in My Teams
Custom Patient Lists select the lists that have been shared with you. 



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

3 Once you have viewed the list, it will appear on My Recent Lists on
the right hand side of the Homepage on PPM+. You can pin it to fix it
to the top of the list. Simply click on the pin icon next to the list

13



1

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

In Single Patient View, click on the Add button and select Clinical
Document.
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How To Add A Referral

Enter Referral in the search field. You can also save this to your
favourites by clicking on the star icon.2
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leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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From the drop down menu in Referral type select Specialist
referrals.
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Then select the relevant team name.
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leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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Select Launch Form.
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Complete the Referral form appropriately and press Submit.



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

1
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Triaging A Referral

On the Triage List, click the blue arrow and then select Triage.
This will then open the Triage Dashboard. 

This will then open the Triage Dashboard.2



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

3 From the Triage Dashboard you can view an overview of the
Referral.

4 You can also Withdraw the Referral. 
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leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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From the Triage Dashboard you can select and complete the
Triage Task. Click Submit once completed.

6
From the Triage Dashboard you can also Redirect the
Referral. From the drop down search and select the relevant
team you wish to redirect the Referral to. Once selected, click
Submit.

After completion, the referral will move to the Patient Review list.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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From the Triage Dashboard you can Decline the Triage Task.
Select whether to decline with or without advice, enter a
Reason for declining and click Submit.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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8 From the Triage Dashboard you can also see the Timeline.
This shows and audit timeline of the Referral.



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

1

2 This will then open the Patient Review
Dashboard.
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Patient Review Process
On the Patient Review List, click the blue arrow and then select
Patient Review.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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You can then complete the Specialist Referral Review. If you
select Repeat Review, you will need to complete the below
and select Submit. 



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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Please note, Once you select Submit, your new entry
will replace any previous comments. The updated

comment will then appear in the Timeline.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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If you select Discharge, you will need to complete the below.
Once you press Submit the patient’s referral will be removed
and this will no longer show on the Patient Review List.

6 If you select Redirect, you will need to complete the below
and search for the relevant team you would like to redirect to.
Select Submit once completed.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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In the Patient Review List custom list, the Review Notes column will
display any comments entered from the Patient Review section.

8 You will need to add the V2 Specalist Referral Column. Click
on Select Column on the right hand side. 



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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Select Specialist Referrals (V2)(Specialist Referrals(V2))
and then Save.

Hover over the relevant patient in the Specialist V2 column to
instantly see the referral status and the total number of
referrals associated with that patient. The status codes
display as:

R - Requested
A - Accepted
S - Seen
C - Complete

10



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

1
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Viewing Referral, Triage and Patient
Review List in SPV

In Single Patient View under Filter Events you will be able to see
the Referral. Once you select the submitted Referral you will be
able to see this in more details



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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In Single Patient View under Filter Events you will be able to see
Triage. Once you select Triage you will be able to see the Triage
Dashboard.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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In Single Patient View under Filter Events you will be able to see
Patient Review. Once you select Patient Review you will be able to
see the Patient Review Dashboard.



leedsth-tr.ImplementationTeam@nhs.net       
For further information please contact:
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You can move between all three dashboards within the Referral
Dashboard.The navigation allows you to switch to the Referral
Dashboard, Triage Dashboard, or Patient Review Dashboard as
needed.



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

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

leedsth-tr.ImplementationTeam@nhs.net

Useful Contacts
Implementation Team

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+.
Request new user accounts for PPM+. 
Disable PPM+ accounts for any leavers from your department.

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

IT Service Desk

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

https://www.ppmsupport.leedsth.nhs.uk/
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