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How To Create and Edit a Contact

The Clinical Genetics Functionality within PPM+ requires all users to have their
Address, Speciality and their Clinical Genetics Team/Teams recorded in their PPM+
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.

C

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



https://www.ppmsupport.leedsth.nhs.uk/Resources/Adding%20And%20Editing%20Your%20Contact%20On%20PPM+%20-%20User%20Guide.pdf
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Creating a Leeds Clinical Genetics(LCG) Patient

Group

Please note, before creating a LCG Patient Group, ALWAYS check in the
patient's record that they haven't already been assighed to a LCG group. For
further information on viewing a patient's LCG number see Viewing a Patient's
LCG Patient Group section.

To create aLCG

Patient Group, =
from the left hand  =:o.
side panel, Select

Manage Patient

My Recent Reports
PR TI T

Groups. =]
Hnmga Patiant GI'ﬂLI;p'E
Select Create Patient Group Search
a New Group. R -
Select The
Ad va n ce d l'u'l-nnagn Patient Gmups

Select first member

Tab, enter the

Patient’'s NHS
Number and

click Search.
Then Select
the Patient.

You will be presented with a Confirm Create New Group
b k, t f. Are you sure you wish to create a new group of type LCG and induct TESTTEAM, Twoppm as its first member?
OX aSKINng you 1o conftirm you — roe
wish to create a new group of EANE L 59y
Address NHS Number
type LCG and add your patlent | Leeds General Infirm,Great George Street Leeds 999 000 3564
as the first member? If correct, E23
select Continue. |
B —
The Patient — e —
Has now been
Assigned a Group Members S—
Group. Hame Address  Date of Binh Sex  NHE Number

TEST. Banana Spht 14-0ca-2005 0000 Male 968 1240513 m

C

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




Adding an Additional Patient to a Leeds Clinical

S

Genetics (LCG) Patient Group

On the PPM+
Homepage, On the
left hand side panel
Select Manage
Patient Groups.

In the Patient
Group Search
field enter the LCG
Patient Group
Number, then
click on Search.

You will now see the
Patient Groups

form. Click on Add
Patients.

Click on the
Advance Tab.

For further information please contact: N1

eePM+ .

Home
i o My Hotifications
Patient Lists Coming Soon.
Browse List

Create Patient List
Custom Patient List

&b
Ward (Old View)
Unplanned Patient List
Bed State
Contacts
Browse Contacts
Manage Contacts

Reports

, My Recent Reports

Browse Reports
O7-Mar-201% 12:51

Patient Groups

IManage Fabent Groups

18-Dec-2018 059:38
20-MHov-2018 15:08

O1-May-2018 11:05

Manage Patient Groups

Currently Viewing:

Manage Patient Groups

Group ldentifier  Current Members
LCG1000083 i

Group Membears:

=+ Add Patients

Name Addrass Date of Birth Sex HHE Number

TESTTEAM, Three Si James’s Uineers) Beckell Sireel Leeds,, 16-Jul-2015 0000 Female

Remowve

Manage Patlent Groups

Select a patient to add to LCG1000083:

leedsth-tr.ImplementationTeam@nhs.net



On the Advance Tab,

You can enter the Given

Name, Fam“y Name, Select a patient to add to LCG1000022:
Postcode and/or NHS
Number of the patient
you want to Add to the |

LCG Patient Group. R
Once entered, Click on e e
search, Then select the

relevant patient from

the results below.

Manage Patient Groups

ﬁﬁﬁﬁﬁﬁﬁﬁﬁ

HHS Mumbsas
950 361 7434

Select the relevant patient.
You will then be presented

Confirm Add Patient

Are you sure you wish to add the following patient to group LCG10000227

Name Age

° . TESTC, Mica 4y Om
with a box asking you to
Leeds Sfsddddddddde Richmond Hill Abcde, LS9 8NP Sdffifffife 959 361 7434

confirm you wish to Add the =3
patient to the group
LCGxxxxxxxxXx. If correct,
select Continue.

Patient Groups x

The patient has nOW . Manage Patient Groups
been added to the g
LCG Patient Group. Grows Werbers

You can also add an

additional patient to an

existing LCG Patient = oo - bscuencon
Group from the Single
Patient View, Click on the
Arrow at the righthand
side of the patients
demographic banner.

C

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




Click on the
patient’'s LCG | e S e

Number. D
YOU Wi” nOW See Manage Patient Groups
@ the Patient Currently Viewing:
Groups form. (oorooss 1
CIiCk on Add Group Members:
Pat ien ts * TESTTEAM, Three St James's Universi Beckett Street Leeds,, 16-Jul-2015 00:00 Female

Manage Patlent Groups

m Click on the Select a patient to add to LCG1000083:
Advanced Tab. =3

Enter the Given Name,
Family Name, Postcode

and for NHS Number of the  .....ccuoicomm o e o
patient you want to add to - I :._ -
the LCG Patient Group. '

Then Click on Search and
Select the required patient
from the results below.

You will then be asked if
you are sure you wish to Confim Add Patiot

Pl YOU SUNE you wish b 80d the following patient 1o group LOG 10000227

@ add the following patient to -~ i
group LCGxxxxxx. If all e Snsascos e v e 155 v s e

information is correct, Click —
on Continue

C

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




The Patient has now
been Added to the
LCG Patient Group.

For further information please contact:

8

Patient Groups x

Manage Patient Groups

Currently Viewing:

Group ldentifier  Current Members
LCG1000084 2

Group Members: + Add Patients

Name Address Date of Birth Sex NHS Number

TESTTEAM, Twoppm Leeds General Infirm Great George Street Leeds,, 11-May-1934 00:00 Female 999 000 3564 Remove

AUTOMATION, One 19-Sept-1971 00:00 Male 999 000 3351

C

e leedsth-tr.ImplementationTeam@nhs.net
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Removing a Patient from a Leeds Clinical
Genetics (LCG) Patient Group

In the Single

Patient View | ..
banner, Select |~
the Group -
Number.

In the manage

patlent grOUpS Manage Patient Groups
ta b Click on Currently Viewing:

I
the Remove Group Identifier _ Current Members

button of the Group Members:
patient, you

Name Address Date of Birth Sex MHS Number

W | S h tO Femove TESTC, Mica  Leeds Sfsddddddddde, Richmond Hill Abcde, LS9 8NP Sdifffffifie, Skipton Dsfffiffffa 21-Aug-2019 00:00 Female 959 361 7434
fro m ‘th e g ro u p TESTTEAM, Three St. James's Universi Beckett Street Leeds,, 16-Jul-2015 00:00 Female

Confirm Remove Patient

Are you sure you wish to remove the following patient from group LCG10000337?

Then SeIQCt Name Age
. TESTC, Mica 4y Om
Continue to
Address NHS Number
remove the Leeds Sfsddddddddde, Richmond Hill Abcde,LS9 8NP Sdffffffffe, Skipton 959 361 7434
Dsffffffffa

patient.

=

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Viewing a Patient’'s LCG Patient Group

Please note, Where a patient had an existing Pedigree number created in Shire,
these numbers have been copied across into PPM+. The number will be
unchanged but will be prefixed with LCG and have zeros in front for
consistency with Patient Group numbers which are always seven digits in
length. LCG numbers created in PPM+ will start with LCG1. Please be aware
similar numbers may exist for completely separate families one starting LCGO
and the other starting LCG1.

In the Single

Patient View, ___ _ L
Click on the — ot LEEDS CARE RECORD
Arrow at the
righthand side
of the patients
demographics
pbanner.

In the Patient

Group
Demographics - b mass @
Banner, Select " o e
The Patient
Group LCG
Number.
Manage Patient Groups
The Patients Currently Viewing:
LCG Patient i;crgl%g;gﬁer gurrent Members
Group details Group Members: + Add Patients
Wi | I n OW S h OW . MName Address Date of Birth Sex NHS Number

TESTTEAM, Twoppm Leeds General Infirm, Great George Street Leeds,, 11-May-1934 00:00 Female 999 000 3564 Remove

For further information please contact: 4 leedsth-tr.ImplementationTeam@nhs.net
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Viewing a LCG Patient Group History

In the Single
Patient View
Banner, Select
View Patient
Group History

The Patient

For further information please contact:

Group History
Is now Visible

Patient Search = CHILD, Becky = Patient Group History =

Jome Patient Groups =

ual Agkdnes Chher P M GF Dala
S9TTF .
o Eatient
I Vi Patien] Gooup History I
HospitallCR | Height And Weight | Results |
Patsent Search = CHILD, Bechy = Patent Group Histoery =
| CHILD, Becky i 0 -Maw-2003 |
Address LS9 TTF
Group Identifler Date Added Added By
LCG (081 01-Mov-2023 11:38 Rosie Mawer
Historic Groups:
Group Identifler Date Added Date Removed Added By Removed By
LCG 1 OO0t 17-Aug-2023 0928  01-Mow-2023 11:38 Rosie Mawer Rosie Mawer
LCG 1 OO0 12-Jul=-2023 1517  17-Aug-2023 0928 Roswe Manwer
LG 00001 7 Td=Jul-2003 12:10 12=Jul-2023 12017
LCG1000012 12-Jul-2023 13:04 12-Jul-2023 13:09

C

leedsth-tr.ImplementationTeam@nhs.net
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Completing a Clinical Genetic Disease eForm

To Add a Clinical Genetic Disease Form for a Patient, you will need to Add a
Clinical Document. This can be completed via the Add Clinical Document in the
Patient’s Single Patient View. Please see the Clinical Document User Guide to see
further information on how to Add a Clinical Document for a Patient. Please Click
Here to view the User Guide.

Add Document

Show All W Sort By Favourites

In Progress (Drafts)

There are no draft documents

When in the Add Document

screen, type Clinical Genetic in T

the filter section. You will then B o
see in the Add New Document -
section the Clinical Genetic

Disease eForm.

Add Document x

Clinical genetics

Show Al v | Sort By Favourites ~

In Progress (Drafts)

There are no draft documen 15

Click on the Staricon to
favourite the eForm. Click on —" D
the eForm name to Open it. Clinical Genetics Clinical Note ww Clinical Note

Cancel

C

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


https://www.ppmsupport.leedsth.nhs.uk/Resources/Clinical%20Documentation%20Guide%20v20.6.0a.pdf
https://www.ppmsupport.leedsth.nhs.uk/Resources/Clinical%20Documentation%20Guide%20v20.6.0a.pdf
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Clinical Presentation

When the eForm opens, in the
Clinical Presentation section
use the search field to find the
Reason for Referral. You can
also search for Common
Referral Reasons and select the
relevant Test Situation.

Use the Add button to add more
Reason’s for Referral.

Clinical Genetic Diagnosis

In the Clinical Genetics
Diagnosis section of the
eForm, click into the Disease
box and insert the Phenotype s -
MIM Number or the name of S
the Disease. Once you have

found the name of the Disease,

click on it.

Date

Clinical Genetic Diagnosis

Disease

Next, insert the Date the
Disease was Diagnhosed or

Discovered. Please use the
format dd/mm/yyyy. “““““““““ I Confimed = Refuted = Atrisk relative

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Clinical Genetic Diagnosis

Disease

Select the Status of the

Diagnosis by selecting either
Provisional, Confirmed,
Refuted or At Risk Relative. n: M Confirmed  Refuted | At risk relative

In the Genotypes section of Genotypes
the eForm, click into the

Genotype box and insert the
Genotype/locus MIM number

() Pathogenic

or the name of the Genotype. Ol

O wus

Once you have found the name
of Genotype, click on it.

Genotypes
Next, select the status of the
Genotype by selecting either

(®) Pathogenic

Pathogenic, Likely Pathogenic O e
or VUS.

+ Add

Use the Add button to add more =+ Add
Genotypes, if needed.

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Phenotype

In the Phenotype section of
the eForm, click into the
Phenotype box and insert the
Phenotype Name or HPO. -
Once you have found the name

() Absent

of the Phenotype, click on it.
SeIeCt the Status Of P:jTEG'It':T:CROTONYL—CaACARBOXYLASE2DEFIGIENC‘(HCC2D

the Phenotype by
selecting either
Present or Absent.

Use the Add button to add more
Phenotypes, if needed.

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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If you click Yes, you can add a

Phenotype in Fetus, click into the S I
Phenotype box and insert the

Phenotype Name or HPO. Once el

you have found the name of the
Phenotype, click on it. -

Select the Status of the
Phenotype by selecting either
Present or Absent.

In the Comments section, Eomiments
you can add some free JEF
text, if required. Once
finished, click on Submit.

Hospital/ICR

Actions O | Filter Events.. Show Booked and Delivere v
Clinical Views -

Wiew Patient Tasks

(]

Summary

The submitted Clinical View Patien Detaits
° ° View Audit Log m

Genetic Disease eForm Counersanature faes

Wi | I a p pea r in th e Patient's Clinical Record Types 24-Nov-2023  Pathway eDAN - 18-Jul-2023 - LeadsTH
TESTC, Mica 27-Jul-2023  Summary Observations

Single Patient View. Al 24-Jul-2023  Aleris Data Quality
Alerts (3) 20-Jul-20223  Lab Results Full blood Count FBC - T,21. 114779 __.
Allergies 19-Jul-2023  Alerts Infection

eMeds Allergies o 19-Jul-2023  Summary COVID/FIW/RSY Results

Audits/Tracking 18-Jul-2023  Alerts Data Quality
Clinical Documents (4+) 18-Jul-2023  Admission Attia M,

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Viewing, Editing and Withdrawing Clinical
Genetic Disease Form

Hospital/ICR

Actions O | Filter Events. . Show Booked and Delivere

Clinical Views i

Wiew Patient Tasks

To VieW a COmpleted View Patient Details

View Audit Log 03-Jan-2024 Genetic Report Clinical Genetic Disease: LONG, Ha...

Clinical Genetic Disease Countersignature

. Clinical Record Types 24-Nov-2023 Pathway eDAN - 18-Jul-2023 - LeedsTH

eform naVIQate to the TESTC, Mica 27-Jul-2023  Summary Observations
Patie ntls Single Patient Al 24-Jul-2023  Alerts Data Quality

Alerts (3) 20-Jul-2023  Lab Results Full blood Count FBEC - T.21.114779__.
Vlew a nd SeleCt the entry Allergies 19-Jul-2023  Aleris Infection

. eMeds Allergies o4 19-Jul-2023  Summary COVID/FIuW/RSV Results

yOU a re IOOkI ng fO r. Audits/Tracking 18-Jul-2023  Aleris Data Quality

Clinical Documents (4+) 18-Jul-2023  Admission Adftia M.

Submitted forms will only be visible to members of the Clinical Genetics service

The eForm will open on TTE—

the right hand side. Click
on the Expand button, to

Clinical Genetic Diagnosis

[ ] [ ]
view the eForm in a larger osease
ARBHYTHMOGENIC RIGHT VENTRICULAR DYSPLASIA, FAMILIAL, 1; ARVD1
° Dale
V I e W 23-0ct-2023
[ ]
Slalus
Confirmed

#Edit | Awdit Tirnsding m

Submitted forms will only be visible to members of the Clinical Genetics service

Click on the Print button, "
if you need to Print out
the eForm. Clinical Genetic Diagnosis

ARRHYTHMOGENIC RIGHT VENTRICULAR DYSPLASIA, FAMILIAL, 1; ARVD1

Date
23-Oct-2023

Stalus

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Click on the Edit
Button, if you need
to make any changes
to the submitted
eForm. The eForm
will open again. il Genete Dagnoss

When you have o T BT 1S 1
finished making any

changes, click on

Submit.

Submitted forms will only be visible to members of the Clinical Genetics service

Clinical Presentation

Date
23-0ct-2023

Click on the Audit grisaitm fore: vl el viakie to esibirs it Gl Donaicn senvice
Timeline BUtton, if you Clinical Presentation

need to view the audit

trail for the eForm. A Clinical Genetic Diagnosis

sssssss

L] L]
timeline of the eForm AAROATH4OGENG RIGHT VENTRIGINAR DYSPLASUA FAMRUAL 1ARVD1

Date
23-Cct-2023

will appear.

I I I [

Submitted forms will only be visible to members of the Clinical Genetics service

Clinical Presentation

Click on the Withdraw

button, to remove the iical Gonote Dagnost

completed document oor RO

from the Patient’s

record. You will need

to document the T —r—
reason for A
Withdrawing the )

document.

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Clinical Genetics Clinical Note

Home | TESTTEAM, Three (Mrs)

TESTTEAM, Three (Mrs)

In the Single

Address Leeds General Infirm, Great Georg... | Fhone

Patient View
Select Add
Clinical
Document.

"nﬁEw Patient Details
View Audit Log 2023
Clinical Record Types
TESTTEAM, Three (Mrs)

All

Alerts (4)

In the search bar type
Genetics then Select
the Star Icon to
favourite the eForm.
Click on the eForm
Title to open it.

Fill out the Clinical
Genetics Clinical Note
with the relevant
information.

You can also attach an
image to the Clinical
Genetics Clinical Note.
Please click here for the
guide for on how to attach
an Image.

Once completed select
Submit.

For further information please contact:

Actions

l‘.‘.‘lmlr.'al Views

Hospital/ICR

G

Show Booked and Deliverer

Clinical Document

nican INoie

h-

Summary <

O7-Aug-2023 AHF Asses
06-Jul-2023 Patient Prefe

DRAFT - AR
ReSPECTP  Aftachment

Clinical Note  Dictation (EPRO)
eDAN - 06-C Manage Custom List

28-Mar-2023 Summary
28-Mar-2023 Pathway

Clinical Genetics Clinical Note {:’ Clinical Note

Cancel

Bom 21-Aug-2019 sex Female

MNHS Mo, 959 361 7434

Clinical Genetics Clinical Note

Author

LONG, Hayden (Mr) Digital System Support Officer , Acute Internal Medicine

Date of activity " Time of activity

211172023 B 0&:21
Profession” Specialty "

Selact Clinical Genetics
Type of note

General
Subject
Notes

B I U =

Attach an Image

Wauld you like to attach an image?

C

e leedsth-tr.ImplementationTeam@nhs.net


https://www.ppmsupport.leedsth.nhs.uk/Resources/Taking%20photos%20in%20clinical%20note%20-%20User%20Guide.pdf
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The completed Clinical

[ ) [ ) [ ]
Genetics Clinical Note
will be visible In the A A
sep-2023 Clinical Note  Clinical G tics Clinical Note: Cli... mem L e
e SO e e b Lt Clinical Genetics Clinical Note
o ) ® 20-Sep-2023 Clinical View  Nursing Care Plan
Pat I e nt s I n g I e M1-5ep-2023 Patient Prefe._. ReSPECT: Recommended Summ. ..
M-Sep-2023 Alerts ReSPECT Author
29-Aug-2023 Nursing Note  CMS Consultation: SMALES, Sam... SMALES, Samuel (Mr) Project Support Officer ,

Patient View.

Please note, the Clinical Genetics Clinical Note is only visible to Clinical
Genetics team members. If you want to add any information to a Clinical
Note which is visible to all PPM+ users, please complete a Clinical Note -
Click Here on how to complete a Clinical Note.

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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Viewing Clinical Genetics Information Recorded
in PPM+

HOma IEZ 1ML, SNIree (Ms) =

T O V i e W C I i n i ca I Address Leeds Address, Shiree Fhone
Hospital/iCR

Genetics Documents Actions o IlGe:nEti-::gf I Show Booked and Delivery v I
(Chinical Views >

. . ° i
N the Patlent’s SIngle View Patient Details Summary m
° ° View Audit Log 2023
Patient View type Clinical Record Types D I e T ——
. . . TESTML, Shiree (Ms) 03-Aug-2023 Appointment  Clinical Genetics Hisloric Information

Genetics into Filter a

Alerts (1)
Events. Aergies

aMeds Allergies oy
Audits/Tracking

Clinical Documeants (2+)
Dictation (EPRO)
WINDIP Scanned Noles >

r".i

Encounters/Events (2)
Medications

eMeds Prascription o
Chart

Observations
Orders
ICE Reguest &
Quipatient Referrals ?
Plans hd

External Systems
EM.J Best Practice

Elsevier Clinical Key

Leads Health Pathways
Mnara ¥
[ Hospice |
Igem-_,.;i I Show All VI External Document | Details
s““;"‘"’ = sl  Clinical Genetics Historic Information
201
Select th e e DO el | NHS Number Name DOB
9691240513 BANANA SPLIT TEST 14/10/°2003

PAS Number Pedigres Number

document you e o

Additional Motes

° Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer consequar tellus eget nisus efficitur, vel babendum lectus loboris, Nullam pharetra sagitis tortor 1d consequat. Cras malesuada,
W a n O V I e W nunc at lobortis malesuada, metus ligula hendrent nulla, nec semper enim lorem in lacus. Sed nbendum elerfend justo, non ibendum turpis sodales et. Nullam omare tellus in sem aliquet
° hendrenit. Sed efficitur eu sem eu tistique. Vestibulum :d orci quis justo efficitur hendrent sed nec orci. Donec magna lectus, sodales ut volutpat non, fnibus quis tortor. Morb: at ex mterdum,
congue massa cu, mollis mi. Fusce sat amet sem ¢st.
Date Type Indication
2610872014 Clinse, New Breast Cancer
Reason for referral Referred by Seen by
SM1
o HerganK KEB
New Test Reasen SagasP GT
RFM
Counselled
Dept Cancelled

Additional Notes

Suspendisse potenti. Aenean sit amet pellentesque diam. Sed non efficitur metus. Pellentesque eget odio et dolor suscipit congue. Integer tempor justo nec pulvinar sodales. Fusce ac egestas

Anlar Bravm vahisnla vitas dinm ar sasstas Tn nan sand lam = o s B o vrirceren seemnes slefend Dhueais teetimne fameboe lals anee mosere Wlanee o dalar sear

C
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How To View WINDIP Scanned Documents
in PPM+

Home | TESTTEAM, Twoppm X

TESTTEAM, Twoppm

|n the SIngIe Address St. James's Universi, Beckett Street, Leeds, LS9 ... | Phone (Home) 0113 525 5558 GP BISHOP,

Patient View, Hospital/ICR | GenenalPractice | Hospice
Select WINDIP et Of citerevenss.______|

Clinical Views >
Scanned Notes ve. eaent rasis e [

CI' . I View Patient Details 13-Sep-2023 Scanned Cas... Clinical Genetics
Inlca View Audit Log 05-Sep-2023 Scanned Cas... Clinical Genetics

G en et i CS. Countersignature

Clinical Record Types
TESTTEAM, Twoppm

All

Alerts (15)

Allergies
eMeds Allergies Ca

Audits/Tracking

Clinical Documents (22+)
Dictation (EPRO) 2
WINDIP Scanned Notes >

WINDIP Scanned Notes >
Clinical Genetics

Encounters/Events (62)

Medications

elMeds Prescription Ca
Chart

Dhservations (1) -

Select the Document
you wish to view.

Hospital/ICR General Practice Hospice

Actions O | Filter Events I Show Booked and Deliver: % 1 1
Clinical Views i\ J
Clinical genetics case notes < m g & ’

'
bk

View Patient Tasks
View Patient Details 13-8ep-2023 Scanned Cas... Clinical Genetics

View Audt Log 05-Sep-2023 Scanned Cas... Clinical Genefics

Countersignature
Clinical Record Types
TESTTEAM, Twoppm

All

Alerts (15)

Allergies

eMeds Allergies oy
Audits/Tracking J

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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To View the Membership of a Clinical
Genetics Team

From the PPM+ Contacts

Home Screen Browse Contacts >
Select Manage

Contacts. Manage Contacts >

[ ]
Type in the
s h Contact
Name Of the Name / National Code
Clinical Genetics PPA Cancer
[ ]
Team In the
Name/ T p— oo | sy o [asan
n Clinical Genelics PPA - Cancer Team Clinical Genatics Depar:ment of Clinical Genetics

National Code
field and Click
Search.

Click on the
I n n me b [}

° Clinical Genetics PPA - Cancer Team linical Genetics Depar‘. lllllllllllllllllllll
blue Action

Q

Arrow and
Select View
Team.
Select
Membership. m——— - T
You will now F P
see a list of the L mm————
T o

€am -

053 an- 202
.
M e m b e rs h I p A SLIAI B Samiwnl Jhileh - Baskail a2 lamaete |lnbee b Waeedbal §8 A ind 48 las R
°

C

For further information please contact: e leedsth-tr.mplementationTeam@nhs.net
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How to find a Teams Custom list

To find your teams list from the Home Screen By Selecting 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

Browse List »

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
tegory Custom Patient List Last Viewed 15-Jan-2024 11:55

C
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To Create a Custom List for Your Assigned
Clinical Genetics Tasks

You can create a list of Clinical Genetics Tasks Assigned to You. Please
hote this list will not include tasks allocated to your Clinical Genetics

Team but not Assigned to you.

Horme

On the PPM+ Home Screen, =™ — r—
CIiCk on CUStom Patient Patient Lists Coming Scon

Broswrse List

List on the left hand side.

¥ard (Old View)
Unplannad Pabeni Lt

Bed Slale
Contacts
Browse Contacts

In the Custom View, Click in

e the Category section and oz
then Select Tasks Assignhed “fﬂk’:“ -~ .
to Me.

Custom View

Category

Tasks Assigned To Me

In the Choose Filter Type

Sharing

select Task By Name.

Choose Filter Type

lask By Nama

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

C
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Select All Relevant Tasks &= —
in the drop down list. You | m—
will see the selected Tasks 4
on the right side of the e

screen. S

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

for the person in the Search
field.

Now Click Save. Your list will m
now show

Fiaasa Selact

Please Note - If you are creating a list of tasks assighed 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.

C
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How to find your tasks assighed to me
Custom list

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
lcon to keep the Custom Patient List at the top your list.

My Recent Lists

stom View - Clinical Genetics Team Custom Patient List

Custom Patient List 18-0ct-2023 15:44
Custom View - Radiology Alert {Cardiclogy) Test
K Custom Patient List 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 >

Home Browse Patient Lists =
Patients Lists Custom List Categories My Custom Patient Lists
Filter... Clir]

Clin gen test team

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

C
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Understanding and Navigating to Single
Patient View from the Clinical Genetics
Custom Patient List.

Clin Genetics Cancer Team Task List & Select Columns

Action Patient — Age Tasks Task Name Due Date Team Assigned To E:::.::::ng

Number Cieated Dage

. . 13-Nov-2023 Clinical Genetics Cancer . . 13-Mov-2023
n TESTTEAM Seven ¢ | 11 (2 overdue, 2 due) 9 Cancer Registry 15:25 o HinchliT 15:23

. 13-Nov-2023 Clinical Genetics Cancer ) ) 13-Nov-2023
ﬂ TESTTEAM Seven ¢ |11 (9 overdue, 2 due) @ | Further Info Request e e HinchliT -

n TESTTEAM Seven ¢ | 11 (9 overdue, 2 due) @

o Patient - Name of Patient

e Tasks - This column shows the number of Tasks for that patient, please
hote this includes all tasks not only Clinical Genetics ones.

e Task Name - Shows the name of the Adhoc Clinical Genetics 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 Clinical
Genetics Tasks assigned to them.

 Due Date - When the Adhoc Task is due.

e Team - Team the Adhoc Task is assigned to.

e Assigned To - Who the Adhoc Task is assigned to

e Requesting Clinician - Who has assignhed the Adhoc Task.

 Created Date - Shows the date the task was created.

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

C
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Creating an Assign to Specific

Team or User Adhoc Task

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

Single Patient View and e >
CIiCking On the Add drop 20-Mow-2023 Assessment  Spinal Surge inical MNote E

Show Booked and Deliveres

} Aftachment
down a nd Selecting Clinical 23-Mov-2023 Presciption  OQutpatient ¢ Dictation (EPRQ)
17-Nov-2023 Medical Assess DRAFT - CC Manage Custom List
DOCU ment. OB-Now-2024% Frescnpbon  Cutpatient Clinic Prescrption:, - (In
O7-Mow-2023 Frescriphor Crutpatient Clinic Prescription: SPE I N
02-Mow-2023 Prescipbion  Qwipatient Clinic Prescription: SPE

Add Document

Next, type in Create Adhoc Task

In Progress (Drafts)

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.

In Progress (Drafts)

There are no draft documents

Add New Document

Create Adhoc Task Tasks 0

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
Psychalogy 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.

C
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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, if they select Generic as the Adhoc Task Type.

Ad Hoc Task Type ©

CELEHTA  Assign to specific team or user

When creating an Adhoc Task for Team
Clinical Genetics, please choose =
Assign To Specific Team Or User.

Clinical Genetics Appointments

Clinical Genetics Associates

Then SeIeCt the Team from the drOp Clinical Genetics Consultants
down. For the purpose of this guide, CHG“MW d
we have selected Clinical Genetics Cinical Genetice PPA.- Cancer

AppOintmentS. Clinical Genetics PPA - Cardiac

Clinical Genetics PPA - General

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.

Team ™ Assignee
Clinical Genetics Appointments Search...
The team the task will be assigned to. (Only teams set-up to receive Ad Hoo Tasks are listed. Pleass The team member the task will be assigned to (optional)

raise a support reguest if you would like your team adding in.)

Task Name *
Select...
Then, chose the Task Name from the  Assessment Required -
available tasks in the Task Name drop Book Meeting I
Book Transport

down.

Cancer Registry

Confirm Start Date Of Social Care Provision
Consent Request

Contact Next Of Kin

Correspondence

C
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Due Date * Due Time *

Next, set the Due Date "
and Time for the task === ..

and when the task wil| ~ Overduebate’ Overdue Time
be consideredtobe .
Overdue. |

December 2024 - f]\ \|/
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 =3 - I

. . g 10 11 12 13 14 15

or Time, as required.
16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31 1 2 3 4 5

Task Profession”™

Admin & Clerical
You will then need to Case Manager
select the profession Chaplaincy
the Task is for via the Dietetics
Task profession drop Discharge Co-ordinator
down box. Dispensary

Doctor - Consultant

Doctor - Other Resident

It is possible add additional
professions, who can complete
the Task by clicking on the drop
down arrow. If you need to Admin & EleﬁcaE]
remove an added profession Select all that apply

click on the xicon.

Task Profession”™

C
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When you have chosen to add tasks Ta:??: x X |~
to a specific team, the Task Context R .
box can be edited by using the drop R
down box. Audit

Care Plan

Correspondence
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.

C
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Viewing and Completing an Assign to Specific
Team or user 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 ZZZ 5t James's University Hospital, Ward Code: ZZZ Patient Name._. Ungroup Select Columns eWhiteboard View ~ =
Scanned |'™M¢ Criteria R2R Clinical Medical Ot
Action Ward Bed Patient Age "% since | Tasks Consultant Specialty LOS Led R2R Awaiting for EDD Planning EDID eDAN v2
Location ) _ N Summary Jobs Jol
Arriva Discharge Discharge
Bed Unassigned
TEST 448d
g EPR TESTCAF One 14y 20h ? I Medicine 449d (2] On Ward
zzz 1m
TEST 445d
£ Frr TESTCAF Three 14y on ? I Medicine 445d (2] On Ward
zzz
TEST 445d
n EPR TESTCAF Two 14y 2h i A Medicine 445d (2] On Ward
777 17m overaue
= TESTCHECKWA ggﬁd Chee?:tc |~hric
b ]
[~ | E::R Withoutftof-Edited =] 2m o) Y MSA ELIE) s 202 results Ph

(WA) Complete | Re:

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 TP

. . . i MSA
question mark will be seen in the S
Tasks column. , 1 1 duey @ | Msa

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

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

Ward View: TEST EPR ZZZ St James's University Hospital, Ward Code: ZZZ Patient Name Ungroup Select Columns  eWhiteboard View ~ =
Time Criteria R2R/ o .
Action Ward Bed Patient Age SMNed gince Tasks Consultant Specialty LOS Led R2R Awaiting for EDD Planning EDID Clinical  op AN v2 =
Location : : - Summary Jobs Jol
Arrival Discharge Discharge

Bed Unassigned

TEST el
[~ TESTCAF One 14y 20h (2] Medicine 449d (2] On Ward
overdue)
zzz 11m
TEST )
B &R TESTCAF Three 14y dasd 4G @ a Medicine 4450 © onwan
! 2h overdue)
77z
TEST asd |,
[~ EE TESTCAF Two 14y 2h (r ’ O - Medicine 445d (2] On Ward
zzz 17m | Overdue)
2450 Check IV
TEST
TESTCHECKWA , 23h | 1(1 , recemt | acc
[~ | E_::; Withoutftof-Edited 24y 2m overdue)g MEA Sgeny WA OnWard resuts, | Ph:
(WA) Complete... Re
[ ] [ J
To access the Task window via the Actions <)

Single Patient View for your patient, [m .
click on View Patient Tasks in their E:: ::::t:t:s

Single Patient View within the Actions View Audit Log
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 nhame will open the associated eForm, for
you to complete the outstanding task

Tasks

Complete Adhoc Task

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

Review the Task details and Task detalls
tick, | have completed the

steps outlined above box to
complete the task.

Complete Task

Have all appropriate steps been followed? *

| have completed the steps outlined above

C
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If the steps have not
been completed, click

on Discard. The Adhoc m

Task will remain open.

If the steps have been

completed and the box
5
has been ticked, click ubmit

on Submit.
It is possible to filter the tasks window display you .
see in the Patient’s Task window by clicking on @ More
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.

Please be aware, Assignment filters (My Teams and Me) are only
applicable for teams and users piloting theAssign 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.

@ 0 0 ©

Assignment Status

] My Teams Overdue
(] Me Due
[J Not vet Due
[J completed
[ cancelled
[ Reset ]

C
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If you add or remove any filters by mistake,
click on the Reset button to go back to the [
default filters.

Reset ]

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

Status meanings and how they display in the task window:

asks which are not due yet show in black text.
asks which are due show iIn

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

Please see the example below:

Height and Weight (Adult) 1 g?g;:ﬁz

1 Day Ago
Mot Yel Due

Height and Weight {Adult)

1 Day Ago

e
LIS

Redacted

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-Z le
Z-A

C
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Editing an Assign to Specific Team or User
Adhoc Task via View Patient Tasks
Window

To edit an Assign to Specific Team or 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

It is possible to reassign the

Adhoc task. Click within the P S
Assignee section to change e IR

who the Task is assigned to. N e
Please note: You can only

reassign the task to S

someone in the Team the

task is already assigned to.

You can edit the due and/or
overdue date and/or time by ticking
the box | 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.

Do you want to change the due or overdue date / time?

| want to change the due or overdue date / time

C
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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.

C

For further information please contact:

profession group for the task. This

Task Profession”™

Doctor - Other Resident | X

—

Admin & Clerical

4

Case Manager
Chaplaincy
Dietetics

Discharge Co-ordinator

Task Context ™

Dizcharge Planning | X

4

Appointment
Assessment
Audit

Care Plan
Correspondence

Elective Surgery

Task details

Steps to complete *

B

I U ==

+ 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

Format HH:mm

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 *

= s
[ —
f— =

B I U

extened task to case manager

P

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

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

C
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Viewing the Timeline for an Assign to
Specific Team or User Adhoc Task

|l

To view the Timeline for a Adhoc Tasks Close

a Task, click on the blue square for the = i

Task and then click on Timeline.

The Timeline for the task ™ T
W|” appear SOme Edit Adhoc Task (Created)

e e I e m e n ts W i t h i n t h e %% Zghsi[r:;.c\ﬁfssﬁié]asmwu;ls(f;jrrulsfro;em Support Officer - Clinical Genetics, The Leeds
Timeline can be viewed

In greater detalil by
simply clicking on View.

Task Contact Next Of Kin (Overdue)

a by , PPM+ System User

Task Contact Next Of Kin (Due)

To go back to the Tasks
e window display, click on < Tasks

Tasks.

C
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Viewing and Completing Adhoc Task via the
Clinical Genetics Custom Patient List

It is possible to complete an Adhoc Task via the Clinical Genetics 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 on your Clinical Genetics Custom
Patient List.

Clinical Genetics Team Custom Patient List € Select Columns
-
Action Patient NH S Number Age Tasks Task Name Due Date Team Assigned To Requesting Clinician
ﬂ TEST Alpha 43y 1 (1 overdue) 9 Post-Clinic Informnation 18-Sept-2023 12:30 Clinical Genetics Team
ﬂ TEST Mpy 3y 13 {13 overdue} a MDT Review 22-Sept-2023 1237 Clinical Genetics Team
ﬂ TEST Mpv 3y 13 {13 overdue} a Positve Control Reguest 22-Sept-2023 12:20 Clinical Genetics Team
ﬂ TEST Mpv Iy 13 {13 overdue} a Positive Control Request 22-Sept-2023 12:48 Clinical Genetics Team
ﬂ TEST Mpy Iy 13 {13 overdue} a Post-Clinic Information 22-Sept-2023 12:53 Clinical Genetics Team
ﬂ TASK Cn= 40y 10 {10 owerdus}) a Positve Control Request 22-Sept-2023 14:41 Clinical Genetics Team
ﬂ TASK Cne 40y 10 {10 overdue} a MOT Review 22-Sept-2023 14:44 Clinical Genetics Team
ﬂ TASK Cn= 40y 10 {10 owverdue} 9 Pre-Clinic Information 22-Sept-2023 14:48 Clinical Genetics Team
ﬂ TESTML Testinga 1y 11 {11 overdue) a Pre-Cliniz Information 22-Sept-2023 14:52 Clinical Genetics Team
ﬂ TEST Mpv 3y 13 {13 overdue} 9 Post-Clinic Information 22-Sept-2023 14:53 Clinical Genetics Team
ﬂ TESTMLC Mic 31y 10 {10 owerdue} 9 Positve Control Reguest 26-Sept-2023 Clinizal Genetics Team
ﬂ TEST Mpv 3y 13 {13 overdue} 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. 10 @ msa

overdues|

Alerts Tasks Consu

1 MSA

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

1 {1 due) MSA

(g ]

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 NH S Number Age Tasks Task Hame Due Date Team Assigned To Requesting Clinician
ﬂ 43y 18-Sept-2023 12:30 Clinical Genetics Team
ﬂ TEST Mpv Iy 22-Sept-2023 13:37 Clinical Genetics Team
ﬂ TEST Mpv Iy 13 {13 overdue} 9 Positive Control Reguest 22-Sept-2023 12:20 Clinical Genetics Team
ﬂ TEST Mpv 3y 13 {13 overdue} a Positve Control Reguest 22-Sept-2023 12:48 Clinical Genetics Team
ﬂ TEST Mpv Iy 13 {13 overdue} 9 Post-Clinic Information 22-Sept-2023 12:53 Clinical Genetics Team
ﬂ TASK Cne 40y 10 {10 overdue} a Positive Control Request 22-Sept-2023 14:41 Clinical Genetics Team
ﬂ TASK Cne 40y 10 {10 overdue} a MDT Review 22-Sept-2023 14:44 Clinical Genetics Team
ﬂ TASK Cne 40y 10 {10 overdue} a Pre-Clinic Information 22-Sept-2023 14:48 Clinical Genetics Team
ﬂ TESTML Testinga 1y 11 {11 overdue) a Pre-Cliniz 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 Clinical Genetics Team
ﬂ TESTMLC Mic Iy 10 {10 overdue} a Positive Control Request 25-Sept-2023 Clinical Genetics Team
ﬂ TEST Mpv Iy 13 {13 overdue} a MOT Review 26-Sept-2023 10:13 Clinical Genetics Team

C
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Additional SOPs, User Guides and Videos

For more information on PPM+ Clinic Functionality, Please Click Here.

Additional WinDip SOPs and PAS User Guides and Tutorial Videos for Clinical
Genetics functionality, please Click Here.

Please Note: When scanning into WinDIP, if using a PAS number
which begins with a single or multiple O's, remove these and only
populate the remaining humbers’ needs removing as it is confusing
as we are only covering viewing windip documents.

C
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Useful Contacts

Implementation Team
Please contact the Implementation Team for Digital support & training on
PPM+ functionalities.
b leedsth-tr.implementationTeam@nhs.net
IT Service Desk
Please contact the IT Service Desk to:
e Reset your password.
e Report a problem you are having within PPM+ functionality.
e Report a data quality problem within PPM+.
 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/

C
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