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Defaulting Specialties  
 

1. Open PM Office 

2. Open Custom Tab 
 
 

 
 
 

 
 
 
 

 
 

3. Right click on 1 of the 3 Custom Lists  

eg. Custom: Referrals – Schedule Immediately  
 

- Select Work Items  

- Select Edit Work Item 
 

 

 
 
 

 
 

 

 
 
 

 

Important 

This is a duplication of the Schedule Immediately List. Only make the below changes to this 
Duplicate Lists. 

                                                  
                                                    

  
 
 

Scheduling and Referrals – 
Defaulting Specialties and Filtering 
by Urgency 

This Quick Reference Guide will explain how to: 

Default Specialties for Custom Wait Lists and filtering by Referral Urgency 
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4. In the Work Item Setup window Right Click on Medical Service 

- Select Set Default Value 

 
 

 
 

 
5. Move all the values you require to be defaulted from the Pick new value List to the Current values List 

Eg. I have selected all of Adult Specialist Clinics  

- Select OK 
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6. In the Work Item Setup, select OK 

- This has now Defaulted your Custom List 

 

 
 
 
 

7. Double Click on the Custom: Referrals – Schedule Immediately Icon 
 

 
 

 
8. Your List should now be defaulted to the values you selected above 
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9. Select OK 

 

 
 

10.  Remove any Priority Statuses you don’t require  
- Eg. I only want to see Cat 1 appointments 

 

 
 
 

 
 
 

 
 

Handy Hint 

 If you would like to remove specific value/s highlight/multiselect the required and select remove 
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11.  Select OK 

 

 

 
 
 

12.  Schedule Immediately list will load based on your selections 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 
 

 

 
 

 
 

Handy Hint 

 If you have removed any values when opening the list, the next time you load it the original 
defaulted values will appear 
 

                  


