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Annotation 
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1

Document

Process

Start

Decision?

Stored Data

Report Point

Legend
Symbol used to Indicate the start or end of a 

process

Symbol used to indicate an event, task or action

Symbol used to indicate paper documents and 

proforma activity excluding patient Case Notes

Symbol used to indicate Case Note activity

Symbol used to indicate a decision point.  The 

question is shown in the icon and there will be two 

options

Symbol used to indicate a system where 

data is captured inc. emails

Symbol used to indicate a reporting point i.e. 

system generated reports or escalation points to 

management etc.

Symbol used to indicate a link to

another map

Symbol used to include a comment or

 additional information

One-way arrow used to show sequence of events 

and what is produced by an event.  

Symbol used to illustrate multiple issues, 

numbered accordingly

Go toGo to

Symbol used to indicate a choice as to which path 

to take.  There can be multiple outputs.

Symbol used to indicate a point whereby all output 

paths should be actioned.
Action All

Either

Casenotes

Symbol used to illustrate multiple ideas, 

numbered accordingly
1

Whiteboards Symbol used to indicate whiteboard actions

Symbol used to indicate a link from 

another map

Symbol used to illustrate Diary/Whiteboard 

Updates, labelled accordingly i.e

Admission Diary = AD

Receptionist Diary = RD

Transfers Whiteboard = TW

Patient Whiteboard = WB

R
D

10

10

10

10

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

process

FromFrom

Process

10

Process

10

Link to 
Symbol used to illustrate link to maps within 

other Visio documents

Symbol used to indicate e-whiteboard actions

Process Owner: Name, Role

Author: Name, Role

Last Revised Date: DD/MM/YYYY

Version: N.N

E-whiteboard

10

E-whiteboard

10



Legend

Defects

Over Production

Waiting

Un-utilised Skills

Transportation

Inventory

Motion

Extra Processing

Symbol used to Indicate Happy

Symbol used to Indicate 

Indifferent

Symbol used to Indicate 

Unhappy 

Symbol used to Indicate 

Worried

Symbol used to Indicate Angry

Process Owner: Name, Role

Author: Name, Role

Last Revised Date: DD/MM/YYYY

Version: N.N
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2WW – Two Week Wait | A&G – Advice & Guidance | IBD – Inflammatory Bowel Disease | 2WW – Two Week Wait | A&G – Advice & Guidance | IBD – Inflammatory Bowel Disease | 

Process Owner: Laura Jones, CSM - Surgical

Author: Jenny Poole, improvement Facilitator

Last Revised Date: 15/07/2024

Version: 1.1

S
ta

rt
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s

2WW referrals continue via eRS2WW referrals continue via eRS

E
it
h
e
r

This will either be Somerset 

FT or a bordering Trust

This will either be Somerset 

FT or a bordering Trust

E
it
h
e
r

E
it
h
e
r

By default to Cinapsis inbox plus copy to selected 

other option -  Practice inbox / Patients GP / Other 

GP / Registered email address 

By default to Cinapsis inbox plus copy to selected 

other option -  Practice inbox / Patients GP / Other 

GP / Registered email address 

GP

Via Cinapsis, complete the 

form: Confirm patient consent 

has been obtained; Provide 

clinical information, etc; and 

upload attachments. Click 

‘Send’ (can also save draft) 12

GP

Via Cinapsis, complete the 

form: Confirm patient consent 

has been obtained; Provide 

clinical information, etc; and 

upload attachments. Click 

‘Send’ (can also save draft) 12

GP

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
11

GP

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
11

GP

Via Cinapsis, review 

Guidance and either click 

“Back” if signposting or ‘Next’ 

to raise A&G request
10

GP

Via Cinapsis, review 

Guidance and either click 

“Back” if signposting or ‘Next’ 

to raise A&G request
10

GP

Via Cinapsis, Select “New 

Patients”

9

GP

Via Cinapsis, Select “New 

Patients”

9

GP

Via Cinapsis, Select “Existing 

Patients”

13

GP

Via Cinapsis, Select “Existing 

Patients”

13

GP

Via Cinapsis, click on 

Gastroenterology (SFT) in 

Select Service and Pathway 

screen
6

GP

Via Cinapsis, click on 

Gastroenterology (SFT) in 

Select Service and Pathway 

screen
6

GP

Via Cinapsis, click on 

provider organisation in Select 

Provider Organisation screen 

(if more than one option 

available)
5

GP

Via Cinapsis, click on 

provider organisation in Select 

Provider Organisation screen 

(if more than one option 

available)
5

Patient

Via F2F/Telephone, has 

consultation with GP

1

Patient

Via F2F/Telephone, has 

consultation with GP

1

GP

Requires A&G

2

GP

Requires A&G

2

GP

Via Cinapsis, searches for 

patient using NHS number of 

patient details

3

GP

Via Cinapsis, searches for 

patient using NHS number of 

patient details

3

GP

Via Practice Management 

System, launch Cinapsis from 

floating toolbar

4

GP

Via Practice Management 

System, launch Cinapsis from 

floating toolbar

4

This replaces the need to search for the 

patient as populates from open patient 

record

This replaces the need to search for the 

patient as populates from open patient 

record

Go to Map 

2

Go to Map 

2

Including if patient willing 

to undergo colonoscopy

Including if patient willing 

to undergo colonoscopy

GP

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
14

GP

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
14

GP

Via Cinapsis, complete the 

form: Confirm patient consent 

has been obtained; Provide 

clinical information, etc; and 

upload attachments. Click 

‘Send’ (can also save draft) 15

GP

Via Cinapsis, complete the 

form: Confirm patient consent 

has been obtained; Provide 

clinical information, etc; and 

upload attachments. Click 

‘Send’ (can also save draft) 15

GP

Via Cinapsis, Select either 

“Suspected IBD”, “Abnormal 

Liver Function Tests” or 

“Other”
9

GP

Via Cinapsis, Select either 

“Suspected IBD”, “Abnormal 

Liver Function Tests” or 

“Other”
9
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2WW – Two Week Wait | A&G – Advice & Guidance | 2WW – Two Week Wait | A&G – Advice & Guidance | 

DocumentDocument

Process Owner: Laura Jones, CSM - Surgical

Author: Jenny Poole, improvement Facilitator

Last Revised Date: 15/07/2024

Version: 1.1

Gastroenterology Admin 

Team

Via Cinapsis, searches for 

patient using NHS number of 

patient details
4

Gastroenterology Admin 

Team

Via Cinapsis, searches for 

patient using NHS number of 

patient details
4

Go to Map 

2

Go to Map 

2

Gastroenterology Admin 

Team

Via Cinapsis, Select 

“Secretarial/Admin Team 

Case Upload”
6

Gastroenterology Admin 

Team

Via Cinapsis, Select 

“Secretarial/Admin Team 

Case Upload”
6

Gastroenterology Admin 

Team

Via Cinapsis, complete 

‘Additional Information’ box 

and attach files. Click ‘Send’ 

(can also save draft)
8

Gastroenterology Admin 

Team

Via Cinapsis, complete 

‘Additional Information’ box 

and attach files. Click ‘Send’ 

(can also save draft)
8

Gastroenterology Admin 

Team

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
7

Gastroenterology Admin 

Team

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
7
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2WW referrals continue 

via eRS / C The Signs

2WW referrals continue 

via eRS / C The Signs

Other Service

Requires A&G

1

Other Service

Requires A&G

1

Gastroenterology Admin 

Team

Via Cinapsis, click on 

Gastroenterology (SFT) in 

Select Service and Pathway 

screen 5

Gastroenterology Admin 

Team

Via Cinapsis, click on 

Gastroenterology (SFT) in 

Select Service and Pathway 

screen 5

Gastroenterology Admin 

Team

Via Email/Letter/Other, 

receives service request

3

Gastroenterology Admin 

Team

Via Email/Letter/Other, 

receives service request

3

Other Service Secretary / 

Admin

Via Email/Letter/Other, 

sends service request

2

Other Service Secretary / 

Admin

Via Email/Letter/Other, 

sends service request

2

*Outcome report sent to Service Secretaries & patient’s registered GP 
practice (If practice organisation exists on Cinapsis).
*Outcome report also sent to Gastro secretaries for ongoing care of patient 
or Patient to be seen in SDEC outcomes – see Practice requests flow.

*Outcome report sent to Service Secretaries & patient’s registered GP 
practice (If practice organisation exists on Cinapsis).
*Outcome report also sent to Gastro secretaries for ongoing care of patient 
or Patient to be seen in SDEC outcomes – see Practice requests flow.
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2WW – Two Week Wait | A&G – Advice & Guidance | RAS - Referral Assessment Service | 2WW – Two Week Wait | A&G – Advice & Guidance | RAS - Referral Assessment Service | 

Process Owner: Laura Jones, CSM - Surgical

Author: Jenny Poole, improvement Facilitator

Last Revised Date: 15/07/2024

Version: 1.1

BookingTeam

Via Cinapsis, searches for 

patient using NHS number of 

patient details

3

BookingTeam

Via Cinapsis, searches for 

patient using NHS number of 

patient details

3

Go to Map 

2

Go to Map 

2

Booking Team

Via Cinapsis, Select 

“Secretarial/Admin Team 

Case Upload”

5

Booking Team

Via Cinapsis, Select 

“Secretarial/Admin Team 

Case Upload”

5

Booking Team

Via Cinapsis, complete 

‘Additional Information’ box 

and attach files. Click ‘Send’ 

(can also save draft)
7

Booking Team

Via Cinapsis, complete 

‘Additional Information’ box 

and attach files. Click ‘Send’ 

(can also save draft)
7

Booking Team

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
6

Booking Team

Via Cinapsis, select where 

‘Completed Specialist Report’ 

(outcome) should be sent. 

Click ‘Select and Continue’
6
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2WW referrals continue 

via eRS / C The Signs

2WW referrals continue 

via eRS / C The Signs

Other Service

Requires A&G

1

Other Service

Requires A&G

1

Booking Team

Via Cinapsis, click on 

Gastroenterology (SFT) in 

Select Service and Pathway 

screen
4

Booking Team

Via Cinapsis, click on 

Gastroenterology (SFT) in 

Select Service and Pathway 

screen
4

Booking Team

Via eRS, updates service 

request

8

Booking Team

Via eRS, updates service 

request

8

GP

Via eRS, sends service 

request

2

GP

Via eRS, sends service 

request

2

*Outcome report sent to Booking Team & patient’s registered GP practice 
(If practice organisation exists on Cinapsis).
*Gastro secretaries for Ongoing care of patient or Patient to be seen in 
SDEC outcomes – see Practice requests flow

*Outcome report sent to Booking Team & patient’s registered GP practice 
(If practice organisation exists on Cinapsis).
*Gastro secretaries for Ongoing care of patient or Patient to be seen in 
SDEC outcomes – see Practice requests flow

Booking Team

Via eRS, cancels service 

request

9

Booking Team

Via eRS, cancels service 

request

9
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LHS – left hand side | RAS - Referral Assessment Service | RHS – right hand side | TIE – Trust Integration Engine | LHS – left hand side | RAS - Referral Assessment Service | RHS – right hand side | TIE – Trust Integration Engine | 

Process Owner: Laura Jones, CSM - Surgical

Author: Jenny Poole, improvement Facilitator

Last Revised Date: 15/07/2024

Version: 1.1

Gastroenterology Specialist

Via Cinapsis, claims case 

from inbox - sort list, and click 

‘Start’ to select

1

Gastroenterology Specialist

Via Cinapsis, claims case 

from inbox - sort list, and click 

‘Start’ to select

1

From Map 

1a/b/c

From Map 

1a/b/c

Gastroenterology Specialist

Via Cinapsis, reviews 

“Referral & Reports”, “Related 

Cases” and “Previous 

Cinapsis Cases” details on 

LHS of page to triage case
2

Gastroenterology Specialist

Via Cinapsis, reviews 

“Referral & Reports”, “Related 

Cases” and “Previous 

Cinapsis Cases” details on 

LHS of page to triage case
2

Gastroenterology Specialist

Via Cinapsis, selects 

outcome from drop down list 

on RHS of page

3

Gastroenterology Specialist

Via Cinapsis, selects 

outcome from drop down list 

on RHS of page

3

Booking Required?

Consent to 

Convert?

YES

Gastroenterology Specialist

Via Cinapsis, select an 

“Advice Only” outcome

4

Gastroenterology Specialist

Via Cinapsis, select an 

“Advice Only” outcome

4

NO

NO

Via TIE, specialist/outcome 

report automatically uploaded 

into EPRO

(if patient already in EPRO, if 

not will be held in Tie until 

patient details on EPRO)
5

Via TIE, specialist/outcome 

report automatically uploaded 

into EPRO

(if patient already in EPRO, if 

not will be held in Tie until 

patient details on EPRO)
5

A
c
ti
o

n
 

A
ll

Via Cinapsis, specialist/

outcome report, plus any 

attachments, automatically 

sent to GP Cinapsis/Practices 

inbox. Copies also sent to 

other contacts specified at 

request. 6

Via Cinapsis, specialist/

outcome report, plus any 

attachments, automatically 

sent to GP Cinapsis/Practices 

inbox. Copies also sent to 

other contacts specified at 

request. 6

The TIE converts the file from Cinapsis into 

a format that is compatible with EPRO 

The TIE converts the file from Cinapsis into 

a format that is compatible with EPRO 

Advice provided to primary care / Consultant; Advice + IBS Treatment 

Plan; Advice + NILS Treatment Plan; No Consent to Convert; Ongoing 

care of patient; Patient to be seen in SDEC; Request more information

Advice provided to primary care / Consultant; Advice + IBS Treatment 

Plan; Advice + NILS Treatment Plan; No Consent to Convert; Ongoing 

care of patient; Patient to be seen in SDEC; Request more information

Process 

ends

Y
ES

Go to Map 

3

Go to Map 

3

Advice provided for management in primary care
Advice and IBS treatment plan provided
Advice and NILS treatment plan provided
Advice - Consultant Seeking Advice
No consent to convert - Recommend referral to specialty service

Advice provided for management in primary care
Advice and IBS treatment plan provided
Advice and NILS treatment plan provided
Advice - Consultant Seeking Advice
No consent to convert - Recommend referral to specialty service
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RAS – Referral Assessment Service | UBRN – Unique Booking Reference Number | RAS – Referral Assessment Service | UBRN – Unique Booking Reference Number | 

Process Owner: Laura Jones, CSM - Surgical

Author: Jenny Poole, improvement Facilitator

Last Revised Date: 15/07/2024

Version: 1.1

E
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E
it
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r

Gastroenterology

Endoscopy Booking 

Team

Via eRS, retrieve 

request from worklist 

and proceed to booking 
10

Endoscopy Booking 

Team

Via eRS, retrieve 

request from worklist 

and proceed to booking 
10

Endoscopy

Patient

Via F2F/Telephone, 

informed of decision/

outcome
11

Patient

Via F2F/Telephone, 

informed of decision/

outcome
11

From Map 

1b

From Map 

1b
Gastroenterology Team

Via Cinapsis, add 

additional comments

3

Gastroenterology Team

Via Cinapsis, add 

additional comments

3

If cases “fails to send”, it can be 

reviewed and resolved manually

If cases “fails to send”, it can be 

reviewed and resolved manually

A
c
ti
o

n
 

A
ll

Process 

ends

Gastroenterology Team

Via Cinapsis, select 

outcome to “Converted 

case to Referral for 

Appointment”
1

Gastroenterology Team

Via Cinapsis, select 

outcome to “Converted 

case to Referral for 

Appointment”
1

G
as

tr
o

en
te

ro
lg

y

Gastroenterology Team

Via Cinapsis,  select 

outcome of “Converted to 

Procedure”
2

Gastroenterology Team

Via Cinapsis,  select 

outcome of “Converted to 

Procedure”
2

Gastroenterology Team

Via Cinapsis/EPRO, Click 

Send for specialist report 

to be converted and sent 

to GP
4

Gastroenterology Team

Via Cinapsis/EPRO, Click 

Send for specialist report 

to be converted and sent 

to GP
4

Booking Team

Via Cinapsis Desktop App, 

connect via Smartcard to 

release cases from 

Gastroenterology eRS 

outbox 5

Booking Team

Via Cinapsis Desktop App, 

connect via Smartcard to 

release cases from 

Gastroenterology eRS 

outbox 5

Via Cinapsis Desktop 

App, UBRN generated 

and populated onto 

specialist/outcome report
6

Via Cinapsis Desktop 

App, UBRN generated 

and populated onto 

specialist/outcome report
6

Booking Team

Via eRS, retrieve 

Gastroenterology RAS 

request from worklist and 

release to relevant service
7

Booking Team

Via eRS, retrieve 

Gastroenterology RAS 

request from worklist and 

release to relevant service
7

GP

Via eRs, GP updated and 

notified to take appropriate 

action
8

GP

Via eRs, GP updated and 

notified to take appropriate 

action
8

Gastroenterology 

Booking Team

Via eRS, retrieve request 

and either book 

appointment or redirect to 

alternative specialty 9

Gastroenterology 

Booking Team

Via eRS, retrieve request 

and either book 

appointment or redirect to 

alternative specialty 9

Routine, Urgent, Telephone.

Gastroenterology; Hepatology; IBD; PEG

Routine, Urgent, Telephone.

Gastroenterology; Hepatology; IBD; PEG

Routine, Urgent.

Nasal Endoscopy; Colonoscopy; 

Flexi Sigmoidoscopy; Gastroscopy

Routine, Urgent.

Nasal Endoscopy; Colonoscopy; 

Flexi Sigmoidoscopy; Gastroscopy

Service Secretaries also 

informed if request came 

via non-eRS

Service Secretaries also 

informed if request came 

via non-eRS
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