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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

Process Owner: Name, Role Last Revised Date: DD/MM/YYYY
Author: Name, Role Version: N.N




MPH Procurement — Medical Electronics — Purchase Requisition — Map No 1 — As Is

PO — Purchase Order |

Some default options will auto-populate
from the log in details — e.g. GL Code

Log-in & Home

Requisitioner

Start Via Integra, log in with
process User Name and Password RSS300 — Requisition
to open <Home> Scre 1 Entry to select 5

Requisitioner
Via Integra, clicks

Company ID (SFT); Requisitioner;
Requisitioning Point; Delivery Location

e.g. urgent, references

Integra auto-populates
requisitioner details from
log on information

Requisitioner
Via Integra, adds any
relevant information into

s <Requisition Notes> fie 2

Integra auto-populates
requisition date to be
same as entry date

Requisitioner
Via Integra, clicks Next to
move to Product Details

6

Header Details

Go to Map 1
Box 7 - Non
Catalogue
Items

Go to Map la
Box 1 -
Catalogue
Items

From Map
1Box 6

Requisitioner
Via Integra, enter some

Requisitioner
Via Integra, select Search

Requisitioner

Via Integra, selects from Integra opens a Details

for an Item or Category
tab to generate a “free-
text” item request | 7

description into the
<Search> field and click
Search button 8

a list of Category codes
returned by pressing Add
Item to Basket button| 9

box to be completed

Requisitioner
Via Integra, click

magnifying glass next to
<Supplier> field to go to a
filtered list 11

Requisitioner
Via Integra, enter

description into <Notes>

Via Integra, enter some
of the supplier name into
the <supp_name> field,

and then click Select

field under Item Details
tab 13

Requisitioner
Via Integra, enter

quantity/value into
<Quantity> field under
Item Details tab 14

Requisitioner
Via Integra, enter price

per item into <Unit> Price
field under Item Details

More Items,
Lines?

/{ e.g. note a conversation with a member of Procurement Team

Requisition Non-Catalogue Items

Requisitioner
Via Integra, click

Requisitioner
Via Integra, Click OK . .
button to add item Shppplng Callcoiiaiion
% right corner of screen 7

Integra opens Your
Basket page to allow
checks for correctness
(click edit if any details
need to be amended)| 18

Requisitioner
Via Integra, click Internal

Notes button if required,
click OK button

Process Owner: MPH Procurement Team
Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/07/2024

Version: 1.0

Go to Map 1

Box 7 - Non

Catalogue
Items

All boxes in this part of
the flow are completed
from instruction in
Freetext Template
issued by Procurement
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MPH Procurement — Medical Electronics — Purchase Requisition — Map No 1la — As Is

v
Requisitioner Requisitioner Requisitiouer Requisitioner
Requisitioner Reguisitioner f i
From Map X Via GHX Procure, enter Via GHX Procure, select
2

More lines/
Iltems?

1Box 6 Via Integra, select Via Integra, click on GH GHX Procure returns a

. details into the <Search> . . item required and number
Punchout tab to generate Procure to open shopping field and click magnifying list of items required - click Add To
a “catalogue” item requ screen

1 glass icon 3 Cart button

A

Requisitioner
Via GHX Procure, click
Shopping Cart icon at top
right corner of screen

GHX Procure opens Your
Basket page to allow
checks for correctness
(click edit if any details
need to be amended)

Requisitioner
Via GHX Procure, click
Submit icon at top right
corner of screen

GHX Procure returns Go to Map
user to Integra Requisition 2 Box 10
Summary Page

Requisition Catalogue Item

The requisition may need to go to multiple
approvers depending on Hierarchy

Integra generates an Integra when approved,
Via Integra, Click P email to the Budget adds it to the
L requisition into the Budget 5
Complete Requisition ) Holder to notify them of Procurement Workbench
Holder's Workbench to L o
button to generate a the requisition awaiting to generate an order and

Requisition Number | 11 approve approval 13 PO Number 14

Requisiuoner Integra enters the

From Map Requisitioner
:A- Bolx 1;’ & Via Integra, Click
ap -a:sox Requisition Summary

button

Integra generates an
email to the requisitioner Process
notifying the PO has been ends
raised and the PO no

Complete Requisition

Trust SFI’s are followed
throughout — e.g. if a supply
agreement or device is over
£10k, then additional forms
must be completed and
signing off before the
purchase can progress

Process Owner: MPH Procurement Team Last Revised Date: 09/07/2024
Author: Jenny Poole, Improvement Facilitator Version: 1.0




MPH Procurement — Medical Electronics — New Product Request — Map No 2 — As Is

QOM - Quantity of Measure | SFT — Somerset Foundation Trust | UoM — Unit of Measure |

There is also a Non-Clinical form but medical
devices are most likely to be clinical

Requisitioner
Via MS Word, complete

Clinical New Product
Request form

Requisitioner
Via Email, sends request
to Procurement mailbox

Start
process

Requisitioner
Via Procurement
Intranet Page, download
Clinical New Product
Request form 1

Procurement
Via E-mail, receive
request from requisitioner
for new item to be added
to catalogue

Does item
already exist?

Governance, Health & Safety, IP&C, SSD,
etc. Upload supporting evidence to folder

4 Defaults to <Shopping> tab

A
Procurement

Search using either the search
fleld or going directly to a page

Amendments to prices/product
codes/etc can be made

Procurement
Via E-mail, contact
requisitioner with item
details

Procurement
Via GHX, log in with User
Name and Password to
open <Home> Scree

Via Email, carry out variou Procurement
checks to ensure item Via GHX, go to <Staging>
complies with SFT tab; opens with a list of all
Procurement rules and Suppliers

regulations 11

Procurement GHX Procure opens the

Via GHX, search for Published Items page and
supplier and click field returns list of all items
and click Arrow icon to already loaded to

open catalogue

4

Flelds marked with a red dot on
form are mandatory

There is also a tick box that allows
Procurement to show or hide items

Procurement
Via GHX, select
Unpublished Items from
sub-menu

Procurement
Via GHX, click Create
Customer Item button at
right side of screen

GHX Procure opens the
<Create Catalogue
Iltems> page

Procurement
Via GHX, enter Product
Code, Description, UOM,
QOM, Purchase Price,

Procurement
Via GHX, click Save
button at bottom of screen

Contract Number, Categd 17 18

Not possmle to add duplicate to GHX

Procurement
Via GHX, click Publication
Request button at top left
of screen

Procurement
Via GHX, click Lock
button at top left of scree

user to Unpublished Item
screen

GHX Procure returns ( i

21

Procurement
Via E-mail, notify
Requisitioner that item
has been added to
catalogue

Procurement
Via GHX, click Submit
button at bottom of screen

Process
ends

Trust SFI's are followed
throughout — e.g. if a supply
agreement or device is over
£10k, then additional forms
must be completed and
signing off before the
purchase can progress

Process Owner: MPH Procurement Team
Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/07/2024
Version: 1.0
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MPH Procurement — Medical Electronics — Forms Utilised — Map No 3 — As Is

New Product Request Form, completed by Requisitioner

P ——— R B smervsony
Far muitiple ltzme from dhe same cupglier, pleace number acocrdingdy| uskEinn B afncher et S EnCh #eid mUST be COMPelng Deffre your e Can be S=t Up a5 4 AU e
Mame of Budget Holder:

EAD the Budget holdar L 7 4 infegra CEMTRO BGHUMH 8 BC oheaked?
‘Omce you have asthorksed the request, please forward the email and attachments to: L Coda: Frovide defallc

Nawl DSomersetFT.ahs.uk Fnquiciiion Point:

M. No. plonca oheak it il retevant Informedion has been sompleiea. Attnon i form and the Codac and pricing sheaknd?
quotstion andor cupporiea dooumes b 8 rsw amell amd tand & & i budget holdsr.
Part A — Baslc Information Directorats Manager: Pravide defalls:

{Piense complele each fieid) EAO the Budget halder
Prioe Exsluding AT: Once you have autharised the request, please forward the emall and attachmaents to: Camiags oharge? Duihvory lead time?

Hac a quotstion bean Ho NewProductRequestFormi@SomersatiT.nhs.uk

ExiemsionTeiaphone [ WeardiDepariment: antined? W Wik P qudiiis | 16Rs: ||_..~ imchds b Datn pasced for spproval: Gre ritiale:
Numbar:

Full Namw. of Renquacier:

[ Fozpliit cosfion: LT —— : e
Sava vl ey e e —

- Horen Soo-artion

sem Desaripbion: e e on far eation: va il guvemancal rik managament

The Parchase of Sl fom vl | Cost Fe, Paasa arse : compilanoe SpaNd cOMpAricon ChACKT Deen | Cyfance in e

recuif In? C z — compisted?

Approved by: Daln speroved:

Unit of Purheca:
a0 G, Feck of 107

omtar il b g

Upioad, FrasTaut or
iy 16 the New Line I Cher, plisaca prowie detalic: e Hame will be FaciCasaRia Furshaing Card?
roqu !

“;'“;"—T'm“nnm' gy e w ek, o zas BT AL Frodust o be uplaaded fo Attless?
c i Nerwr Lins rapissing an s Hac Mefinal Elsatronios” advisa been cought? e g, casm, B o

surnantly in use? -

r;;u:. Drovine astailc of B ins baing Hac Ecisiec’ advice bean cought?

VI s Hem ba & noncignment Line? = o Contrast referance and axplry 7
(¥ i, sham B s s

=2t

: Has Hoalih and Safety's advios boen sought? Choss ane b e B o e impimieciin e by

i e i iy
“ ) et ’ ’ ingory oose?
o ey Wil e pureiased Initiatly? Hat Infisation Frevesiion and Confrof's acvies besn cought?

oot ihe Hom meod fo be Erecked by Lotor Berial
Ertimabsd sl ucage? COBEH famsl of Suburmncan Mersci = Heakh Raquasioadt raETEr?

Hac & Rick Axceccment besm nompleled? o Dets upicacied fo GHXFraeText detsils ghen:

:_?I;i;"n;;:o;mln m."-'.‘?.‘l‘??u.—.; v W mainfenanss be reguirsd? Onoe you are caticfiad that ol relevant Information has been comaletod, attaoh this sorm A to the SHY. Traoker:

feahnique or prosedurns? A .,4. T and any guotations andéor cupporting dosuments fo 2 new small and send It to the budget
Wl fiale Bem nequine oleaning and or sherilicalion? hoider. P

s thic lom sonsidered a ‘share'?

c the Kew Line slmady In infsgea
CENTROE?

Dart e Pecuecier adviced:

T yves, piiee foilow e ik besow and rofer io e Sharms sk
Cimssifizabon donament — H requined piease comeleie a
3harps Safe Excaption Raport

by inic o i s at up a Ao, phee
Somurt Lok
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