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Process Symbol used to Indicate the start or end of a Process end Symbol used to Indicate the start or end of a
Start process process

Process Symbol used to indicate an event, task or action Stored Data Symbol used to indicate a system where
data is captured inc. emails

Symbol used to indicate a reporting point i.e.
Report Point system generated reports or escalation points to

Whiteboards Symbol used to indicate whiteboard actions management etc

[10]

E-whiteboard Symbol used to indicate e-whiteboard actions Symbol used to indicate a link to

another map

Symbol used to indicate paper documents and
proforma activity excluding patient Case Notes

. Symbol used to indicate a link from

another map

Document

Casenotes Symbol used to indicate Case Note activity

Symbol used to illustrate link to maps within
other Visio documents

Symbol used to indicate a decision point. The
guestion is shown in the icon and there will be two

) Annotation Symbol used to include a comment or
options (Notes) additional information

Symbol used to indicate a choice as to which path

to take. There can be multiple outputs. One-way arrow used to show sequence of events

and what is produced by an event.
Symbol used to indicate a point whereby all output
paths should be actioned.

Symbol used to illustrate multiple issues,
Symbol used to illustrate Diary/Whiteboard numbered accordingly

Updates, labelled accordingly i.e
Admission Diary = AD
Receptionist Diary = RD
Transfers Whiteboard = TW ' Symbol used to illustrate multiple ideas,
Patient Whiteboard = WB numbered accordingly
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Symbol used to Indicate Happy

Symbol used to Indicate Over Production
Indifferent

Symbol used to Indicate Waiting
Unhappy

Symbol used to Indicate Un-utilised Skills
Worried

Transportation

Symbol used to Indicate Angry

Inventory
Motion

Extra Processing
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Vascular — Advice & Refer — Appointment Bookings — Map No 1 — As Is

RPA — Robotic Automated Process |

Llnk is provided in letter from

Patient
Via NHS Portal,
selects appointment
slot
Patient

Start Via Letter, receives E

h elephone number is
process booking letter from GP provided in letter from GP

Via eRS, review
appointment on
“Referral for Review

Worklist” 2 RPA
Via eRS, pick up
letter in eRS and
upload to referral in
Maxims 6

Via Maxims,
automatically RPA
updates “Awaiting Via eRS, press
Triage by “Printing Complete”
Consultant” worklig 7 8

Via Maxims,

) “Awaiting Referral”
Via Telephone, selects worklist is updated

appointment from list with appointment
provided by TelephorfjsaL date 5

Patient

Consultant
Via Maxims, triages
referral on “Awaiting
Triage List”

Via Maxims,
automatically moves
to “Accepted”
worklist

& RPA RPA eRS Team
Via Maxims, Via eRS, send Via eRS, investigate
generates “Business exception notification and resolve the

Exception” report to eRS mailbox issues

Vascular

RPA
RPA RPA - -
) - . - Via Maxims, press Process
Via Maxims, print Via eRS, accept “ . »
accept in eRS ends
letter referral button”
RPA 12 13

Via Maxims, pick up
accepted referrals

15

Appointment Team
Via Letter, send
cancelation of eRS

eRS Team

make manual
appointment

Via email, sent request
to Appointment Team to

Appointment Team

Via Maxims, make

manual appointment
19

Appointment Team
Via eRS, update with
new appointment date

and “Accept

Appointment in Maxim 20

appointment letter to
patient

Appointment Team
Via Letter, send
confirmation of new
appointment letter to

patient

Process
ends

The templates can be
quite vague, leading to
confusion, and possible
booking into wrong
element of the service

Process Owner: Deborah Burt, Outpatient Referrals Directorate Supervisor
Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 24/12/2024
Version: 1.0
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