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Annotation 

(Notes)

Annotation 

(Notes)

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

E-whiteboard

10

E-whiteboard

10

Symbol used to indicate e-whiteboard actions
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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
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Version: 1.0

To be 

Validated

Start 

process

Handwrite or print 

prescription

1

Handwrite or print 

prescription

1

If printing prescription, 

follow process through 

medicines tab on RiO
2

If printing prescription, 

follow process through 

medicines tab on RiO
2

Add progress notes on RiO patient 

record providing the following 

information: Drug, quantity, no of 

days supply, FP10 number and full 

address of pharmacy prescription is 

being sent to 3

Add progress notes on RiO patient 

record providing the following 

information: Drug, quantity, no of 

days supply, FP10 number and full 

address of pharmacy prescription is 

being sent to 3

Add FP10 number to 

personal prescription 

audit log (FP10 policy) 

4

Add FP10 number to 

personal prescription 

audit log (FP10 policy) 

4

Photocopy/take 

photograph of 

FP10
5

Photocopy/take 

photograph of 

FP10
5

Save photocopy/

photograph of FP10 

to personal folder
7

Save photocopy/

photograph of FP10 

to personal folder
7

Email photograph or 

photocopy FP10 and 

scan to clinician
6

Email photograph or 

photocopy FP10 and 

scan to clinician
6

Upload scan/photograph 

of FP10 to RiO via 

individual document 

upload function on patient 

record 8

Upload scan/photograph 

of FP10 to RiO via 

individual document 

upload function on patient 

record 8

Write/print envelope and 

take to Post Office or 

reception to be sent via 

Royal Mail tracked 

delivery 9

Write/print envelope and 

take to Post Office or 

reception to be sent via 

Royal Mail tracked 

delivery 9

Record Royal Mail 

tracking number on 

RiO and validate RiO 

progress notes 10

Record Royal Mail 

tracking number on 

RiO and validate RiO 

progress notes 10

Process 

ends
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Low Level Prescribing Process – Map No 2 – As IsLow Level Prescribing Process – Map No 2 – As Is
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To be 

Validated

Start 

process

Prescriber clicks 

the medication/

prescribing tab
1

Prescriber clicks 

the medication/

prescribing tab
1

Prescriber clicks 

medication 

prescribing
2

Prescriber clicks 

medication 

prescribing
2

Prescriber clicks 

prescribe
3

Prescriber clicks 

prescribe
3

Prescriber clicks 

boxes: brands, 

generics and branded 

generics 4

Prescriber clicks 

boxes: brands, 

generics and branded 

generics 4

Prescriber searches 

for drug in name 

search
5

Prescriber searches 

for drug in name 

search
5

Prescriber clicks 

on drug
6

Prescriber clicks 

on drug
6

Prescriber 

selects drug 

option
7

Prescriber 

selects drug 

option
7

Prescriber clicks 

continue
8

Prescriber clicks 

continue
8

Prescriber fills out form 

(main details) and other 

details (administration 

details) then clicks save
9

Prescriber fills out form 

(main details) and other 

details (administration 

details) then clicks save
9

Drug is then 

automatically added 

to list of regular 

medications 10

Drug is then 

automatically added 

to list of regular 

medications 10

Prescriber selects 

drug to be 

prescribed and 

clicks print 11

Prescriber selects 

drug to be 

prescribed and 

clicks print 11

Prescriber clicks 

print selected and 

enter amount
12

Prescriber clicks 

print selected and 

enter amount
12

Prescriber 

selects FP10
13

Prescriber 

selects FP10
13

Prescriber selects 

team (ADHD 

treatment)
14

Prescriber selects 

team (ADHD 

treatment)
14

Prescriber clicks 

print prescription
15

Prescriber clicks 

print prescription
15

Prescriber 

selects printer 

and print
16

Prescriber 

selects printer 

and print
16

Prescriber corrects 

document, and 

signs and dates it
17

Prescriber corrects 

document, and 

signs and dates it
17

Prescriber takes a 

photo off the 

document on their 

phone 18

Prescriber takes a 

photo off the 

document on their 

phone 18

Prescriber emails 

document to 

themself
19

Prescriber emails 

document to 

themself
19

Prescriber clicks on 

progress notes and 

updates FP10 

number 20

Prescriber clicks on 

progress notes and 

updates FP10 

number 20

Prescriber saves 

photograph as picture from 

emails in prescriptions 

issued folder
21

Prescriber saves 

photograph as picture from 

emails in prescriptions 

issued folder
21

Prescriber goes back on PT 

record, clicks individual 

document upload and 

selects photo
22

Prescriber goes back on PT 

record, clicks individual 

document upload and 

selects photo
22

Prescriber fills 

out the rest of 

the form
23

Prescriber fills 

out the rest of 

the form
23

Uploaded document 

should now show in 

document view
24

Uploaded document 

should now show in 

document view
24

Prescriber 

addresses envelope 

and takes it down to 

reception 25

Prescriber 

addresses envelope 

and takes it down to 

reception 25

Reception emails 

prescriber a royal mail 

tracking number
26

Reception emails 

prescriber a royal mail 

tracking number
26

Prescriber adds 

tracking number to 

the progress notes
27

Prescriber adds 

tracking number to 

the progress notes
27

Prescriber fills in 

prescription details on 

log of individual FP10 

prescriptions
28

Prescriber fills in 

prescription details on 

log of individual FP10 

prescriptions
28

Prescriber 

validates 

progress notes
29

Prescriber 

validates 

progress notes
29

Process 

ends
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Version: 1.0

To be 

Validated

1

4

3

2

Prescriptions going missing

Prescriptions not arriving at their destination

Tracking not always available on Royal Mail for prescriptions

Prescriptions thrown away or lost by Pharmacy’s
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