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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

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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PO – Purchase Order | PO – Purchase Order | 

Process Owner: MPH Procurement Team

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/07/2024

Version: 1.0

Start 

process

Requisitioner

Via Integra, select Search 

for an Item or Category 

tab to generate a “free-

text” item request 7

Requisitioner

Via Integra, select Search 

for an Item or Category 

tab to generate a “free-

text” item request 7

Requisitioner

Via Integra, log in with 

User Name and Password 

to open <Home> Screen
1

Requisitioner

Via Integra, log in with 

User Name and Password 

to open <Home> Screen
1

Requisitioner

Via Integra, clicks 

RSS300 – Requisition 

Entry to select
2

Requisitioner

Via Integra, clicks 

RSS300 – Requisition 

Entry to select
2

Integra auto-populates 

requisitioner details from 

log on information

3

Integra auto-populates 

requisitioner details from 

log on information

3

Company ID (SFT); Requisitioner; 

Requisitioning Point; Delivery Location

Company ID (SFT); Requisitioner; 

Requisitioning Point; Delivery Location

Requisitioner

Via Integra, adds any 

relevant information into 

<Requisition Notes> field
4

Requisitioner

Via Integra, adds any 

relevant information into 

<Requisition Notes> field
4

Integra auto-populates 

requisition date  to be 

same as entry date

5

Integra auto-populates 

requisition date  to be 

same as entry date

5

Requisitioner

Via Integra, clicks Next to 

move to Product Details

6

Requisitioner

Via Integra, clicks Next to 

move to Product Details

6

Requisitioner

Via Integra, enter some 

description into the 

<Search> field and click 

Search button 8

Requisitioner

Via Integra, enter some 

description into the 

<Search> field and click 

Search button 8

Requisitioner

Via Integra, selects from 

a list of Category codes 

returned by pressing Add 

Item to Basket button 9

Requisitioner

Via Integra, selects from 

a list of Category codes 

returned by pressing Add 

Item to Basket button 9

Integra opens a Details 

box to be completed

10

Integra opens a Details 

box to be completed

10

Requisitioner

Via Integra, click 

magnifying glass next to 

<Supplier> field to go to a 

filtered list 11

Requisitioner

Via Integra, click 

magnifying glass next to 

<Supplier> field to go to a 

filtered list 11

Requisitioner

Via Integra, enter some 

of the supplier name into 

the <supp_name> field, 

and then click Select 

button
12

Requisitioner

Via Integra, enter some 

of the supplier name into 

the <supp_name> field, 

and then click Select 

button
12

Requisitioner

Via Integra, enter 

description into <Notes> 

field under Item Details 

tab 13

Requisitioner

Via Integra, enter 

description into <Notes> 

field under Item Details 

tab 13

Requisitioner

Via Integra, enter 

quantity/value into 

<Quantity> field under 

Item Details tab 14

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 

tab 15

Requisitioner

Via Integra, enter price 

per item into <Unit> Price 

field under Item Details 

tab 15

Requisitioner

Via Integra, Click OK 

button to add item

16

Requisitioner

Via Integra, Click OK 

button to add item

16

Requisitioner

Via Integra, click 

Shopping Cart icon at top 

right corner of screen
17

Requisitioner

Via Integra, click 

Shopping Cart icon at top 

right corner of screen
17

e.g. urgent, referencese.g. urgent, references

Some default options will auto-populate 

from the log in details – e.g. GL Code

Some default options will auto-populate 

from the log in details – e.g. GL Code

Integra opens Your 

Basket page to allow 

checks for correctness 

(click edit if any details 

need to be amended) 18

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 
19

Requisitioner

Via Integra, click Internal 

Notes button if required, 

click OK button 
19

e.g. note a conversation with a member of Procurement Teame.g. note a conversation with a member of Procurement Team
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e
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Go to Map 1 

Box 7 - Non 

Catalogue 

Items

Go to Map 1 

Box 7 - Non 

Catalogue 

Items

Go to Map 1a 

Box 1 - 

Catalogue 

Items

Go to Map 1a 

Box 1 - 

Catalogue 

Items

Go to

Map 2

Box 10

Go to

Map 2

Box 10

More Items/

Lines?

No

Go to Map 1 

Box 7 - Non 

Catalogue 

Items

Go to Map 1 

Box 7 - Non 

Catalogue 

Items
Yes

All boxes in this part of 

the flow are completed 

from instruction in 

Freetext Template 

issued by Procurement

From Map 

1 Box 6

From Map 

1 Box 6
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Version: 1.0

Requisitioner

Via Integra, click on GHX  

Procure to open shopping 

screen
2

Requisitioner

Via Integra, click on GHX  

Procure to open shopping 

screen
2

Requisitioner

Via Integra, select 

Punchout tab to generate 

a “catalogue” item request
1

Requisitioner

Via Integra, select 

Punchout tab to generate 

a “catalogue” item request
1

Requisitioner

Via GHX Procure, enter 

details into the <Search> 

field and click magnifying 

glass icon 3

Requisitioner

Via GHX Procure, enter 

details into the <Search> 

field and click magnifying 

glass icon 3

GHX Procure returns a 

list of items

4

GHX Procure returns a 

list of items

4

Requisitioner

Via GHX Procure, select 

item required and number 

required - click Add To 

Cart button 5

Requisitioner

Via GHX Procure, select 

item required and number 

required - click Add To 

Cart button 5

From Map 

1 Box 6

From Map 

1 Box 6

Requisitioner

Via GHX Procure, click 

Shopping Cart icon at top 

right corner of screen
6

Requisitioner

Via GHX Procure, click 

Shopping Cart icon at top 

right corner of screen
6

GHX Procure opens Your 

Basket page to allow 

checks for correctness 

(click edit if any details 

need to be amended) 7

GHX Procure opens Your 

Basket page to allow 

checks for correctness 

(click edit if any details 

need to be amended) 7

Requisitioner

Via GHX Procure, click 

Submit icon at top right 

corner of screen
8

Requisitioner

Via GHX Procure, click 

Submit icon at top right 

corner of screen
8

GHX Procure returns 

user to Integra Requisition 

Summary Page

9

GHX Procure returns 

user to Integra Requisition 

Summary Page

9

Go to Map 

2 Box 10

Go to Map 

2 Box 10

More lines/

Items?

Yes

No

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

Requisitioner

Via Integra, Click 

Requisition Summary 

button
10

Requisitioner

Via Integra, Click 

Requisition Summary 

button
10

Requisitioner

Via Integra, Click 

Complete Requisition 

button to generate a 

Requisition Number 11

Requisitioner

Via Integra, Click 

Complete Requisition 

button to generate a 

Requisition Number 11

Integra enters the 

requisition into the Budget 

Holder’s Workbench to 

approve
12

Integra enters the 

requisition into the Budget 

Holder’s Workbench to 

approve
12

Integra when approved, 

adds it to the 

Procurement Workbench 

to generate an order and 

PO Number 14

Integra when approved, 

adds it to the 

Procurement Workbench 

to generate an order and 

PO Number 14

Integra generates an 

email to the Budget 

Holder to notify them of 

the requisition awaiting 

approval 13

Integra generates an 

email to the Budget 

Holder to notify them of 

the requisition awaiting 

approval 13

From Map 

1: Box 19 & 

Map 1a:Box 

9

From Map 

1: Box 19 & 

Map 1a:Box 

9

Process 

ends

The requisition may need to go to multiple 

approvers depending on Hierarchy

The requisition may need to go to multiple 

approvers depending on Hierarchy

Integra generates an 

email to the requisitioner 

notifying the PO has been 

raised and the PO no 
15

Integra generates an 

email to the requisitioner 

notifying the PO has been 

raised and the PO no 
15
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Start 

process

Procurement

Via GHX, log in with User 

Name and Password to 

open <Home> Screen
6

Procurement

Via GHX, log in with User 

Name and Password to 

open <Home> Screen
6

Procurement

Via E-mail, receive 

request from requisitioner 

for new item to be added 

to catalogue 4

Procurement

Via E-mail, receive 

request from requisitioner 

for new item to be added 

to catalogue 4

Procurement

Via Email, carry out various 

checks to ensure item 

complies with SFT 

Procurement rules and 

regulations 5

Procurement

Via Email, carry out various 

checks to ensure item 

complies with SFT 

Procurement rules and 

regulations 5

Defaults to <Shopping> tabDefaults to <Shopping> tab

Does item 

already exist?

Procurement

Via E-mail, contact 

requisitioner with item 

details
10

Procurement

Via E-mail, contact 

requisitioner with item 

details
10

Yes

No

Procurement

Via GHX, search for 

supplier and click field 

and click Arrow icon to 

open 12

Procurement

Via GHX, search for 

supplier and click field 

and click Arrow icon to 

open 12

Search using either the search 

field or going directly to a page

Search using either the search 

field or going directly to a page

GHX Procure opens the 

Published Items page and 

returns list of all items 

already loaded  to 

catalogue 13

GHX Procure opens the 

Published Items page and 

returns list of all items 

already loaded  to 

catalogue 13

Procurement

Via GHX, go to <Staging> 

tab; opens with a list of all 

Suppliers
11

Procurement

Via GHX, go to <Staging> 

tab; opens with a list of all 

Suppliers
11

Amendments to prices/product 

codes/etc can be made

Amendments to prices/product 

codes/etc can be made

Procurement

Via GHX, select 

Unpublished Items from 

sub-menu
14

Procurement

Via GHX, select 

Unpublished Items from 

sub-menu
14

Procurement

Via GHX, click Create 

Customer Item button at 

right side of screen
15

Procurement

Via GHX, click Create 

Customer Item button at 

right side of screen
15

GHX Procure opens the 

<Create Catalogue 

Items> page

16

GHX Procure opens the 

<Create Catalogue 

Items> page

16

Procurement

Via GHX, enter Product 

Code, Description, UOM, 

QOM, Purchase Price, 

Contract Number, Category17

Procurement

Via GHX, enter Product 

Code, Description, UOM, 

QOM, Purchase Price, 

Contract Number, Category17

Fields marked with a red dot on 

form are mandatory

Fields marked with a red dot on 

form are mandatory

Procurement

Via GHX, click Save 

button at bottom of screen

18

Procurement

Via GHX, click Save 

button at bottom of screen

18

GHX Procure returns 

user to Unpublished Items 

screen

19

GHX Procure returns 

user to Unpublished Items 

screen

19

Procurement

Via GHX, click Lock 

button at top left of screen

20

Procurement

Via GHX, click Lock 

button at top left of screen

20

Procurement

Via GHX, click Publication 

Request button at top left 

of screen
21

Procurement

Via GHX, click Publication 

Request button at top left 

of screen
21

Procurement

Via GHX, click Submit 

button at bottom of screen

22

Procurement

Via GHX, click Submit 

button at bottom of screen

22

Process 

ends

Not possible to add duplicate to GHXNot possible to add duplicate to GHX

Governance, Health & Safety, IP&C, SSD, 

etc.  Upload supporting evidence to folder

Governance, Health & Safety, IP&C, SSD, 

etc.  Upload supporting evidence to folder

Requisitioner

Via Procurement 

Intranet Page, download 

Clinical New Product 

Request form 1

Requisitioner

Via Procurement 

Intranet Page, download 

Clinical New Product 

Request form 1

Requisitioner

Via MS Word, complete 

Clinical New Product 

Request form
2

Requisitioner

Via MS Word, complete 

Clinical New Product 

Request form
2

There is also a Non-Clinical form but medical 

devices are most likely to be clinical

There is also a Non-Clinical form but medical 

devices are most likely to be clinical

Requisitioner

Via Email, sends request 

to Procurement mailbox

3

Requisitioner

Via Email, sends request 

to Procurement mailbox

3

Procurement

Via E-mail, notify 

Requisitioner that item 

has been added to 

catalogue 23

Procurement

Via E-mail, notify 

Requisitioner that item 

has been added to 

catalogue 23

There is also a tick box that allows 

Procurement to show or hide items

There is also a tick box that allows 

Procurement to show or hide items

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



Page 8

MPH Procurement – Medical Electronics – Forms Utilised – Map No 3 – As IsMPH Procurement – Medical Electronics – Forms Utilised – Map No 3 – As Is

Process Owner: MPH Procurement Team

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/07/2024

Version: 1.0

New Product Request Form, completed by Requisitioner
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