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(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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OP – Outpatients | OP – Outpatients | 

Process Owner: Linda Beacham, Deputy Operational Booking Manager

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/10/2025

Version: 1.0

Start 

process

Booking Team

Via ERS, monitor the ASI 

worklist for non directly 

bookable referrals
2

Booking Team

Via ERS, monitor the ASI 

worklist for non directly 

bookable referrals
2

Booking Team

Via eRS, click on the 

UBRN of the first patient 

on the list 
3

Booking Team

Via eRS, click on the 

UBRN of the first patient 

on the list 
3

Booking Team

Via eRS, review history and 

check if any special 

requirements, note 

accordingly 4

Booking Team

Via eRS, review history and 

check if any special 

requirements, note 

accordingly 4

Booking Team

Via TrakCare, click “Other 

Links” the “Add Documents” to 

upload saved documents from 

desktop and click <Update> 9

Booking Team

Via TrakCare, click “Other 

Links” the “Add Documents” to 

upload saved documents from 

desktop and click <Update> 9

Booking Team

Via eRS, click on record triage 

outcome and select refer/book 

now, add “no slots” to 

comments and click submit 11

Booking Team

Via eRS, click on record triage 

outcome and select refer/book 

now, add “no slots” to 

comments and click submit 11

Booking Team

Via eRS, click on patient 

name at top of screen, copy 

NHS number and click close 

demographics box 5

Booking Team

Via eRS, click on patient 

name at top of screen, copy 

NHS number and click close 

demographics box 5

Booking Team

Log on to TrakCare, and 

using NHS number 

complete patient search  
6

Booking Team

Log on to TrakCare, and 

using NHS number 

complete patient search  
6

From GP following instruction 

from consultant

From GP following instruction 

from consultant

GP

Via eRS submits referral 

following A&G response

1

GP

Via eRS submits referral 

following A&G response

1

Booking Team

Via eRS, add in 

appointment date as 

Christmas day of that year 

and the time as 00:01 13

Booking Team

Via eRS, add in 

appointment date as 

Christmas day of that year 

and the time as 00:01 13

Booking Team

Via eRS, click change service, 

click Search, select “YDH zz” 

option, click Indirectly Book, 

then click OK 12

Booking Team

Via eRS, click change service, 

click Search, select “YDH zz” 

option, click Indirectly Book, 

then click OK 12

Booking Team

Via Trakcare, select patient, 

enter all referral information 

onto OP waitlist and click apply
7

Booking Team

Via Trakcare, select patient, 

enter all referral information 

onto OP waitlist and click apply
7

Complete mandatory fields - dates referred, 

received, todays date, choose specialty, 

interprovider transfer (RTT date), x09+UBRN

Complete mandatory fields - dates referred, 

received, todays date, choose specialty, 

interprovider transfer (RTT date), x09+UBRN

Booking Team

Via eRS, Save documents 

to desktop

8

Booking Team

Via eRS, Save documents 

to desktop

8

Process 

ends

Booking Team

Via eRS, click <Print>, 

select “Printing Complete”

10

Booking Team

Via eRS, click <Print>, 

select “Printing Complete”

10

Consultant

Via TrakCare, vets 

referral

14

Consultant

Via TrakCare, vets 

referral

14
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OP – Outpatients | OP – Outpatients | 

Process Owner: Linda Beacham, Deputy Operational Booking Manager

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/10/2025

Version: 1.0

Start 

process

Booking Team

Via ERS, monitor the ASI 

worklist for non directly 

bookable referrals
2

Booking Team

Via ERS, monitor the ASI 

worklist for non directly 

bookable referrals
2

Booking Team

Via eRS, click on the 

UBRN of the first patient 

on the list 
3

Booking Team

Via eRS, click on the 

UBRN of the first patient 

on the list 
3

Booking Team

Via eRS, review history and 

check if any special 

requirements, note 

accordingly 4

Booking Team

Via eRS, review history and 

check if any special 

requirements, note 

accordingly 4

Booking Team

Via TrakCare, click “Other 

Links” the “Add Documents” to 

upload saved documents from 

desktop and click <Update> 9

Booking Team

Via TrakCare, click “Other 

Links” the “Add Documents” to 

upload saved documents from 

desktop and click <Update> 9

Booking Team

Via eRS, click on record triage 

outcome and select refer/book 

now, add “no slots” to 

comments and click submit 11

Booking Team

Via eRS, click on record triage 

outcome and select refer/book 

now, add “no slots” to 

comments and click submit 11

Booking Team

Via eRS, click on patient 

name at top of screen, copy 

NHS number and click close 

demographics box 5

Booking Team

Via eRS, click on patient 

name at top of screen, copy 

NHS number and click close 

demographics box 5

Booking Team

Log on to TrakCare, and 

using NHS number 

complete patient search  
6

Booking Team

Log on to TrakCare, and 

using NHS number 

complete patient search  
6

From GP following instruction 

from consultant

From GP following instruction 

from consultant

GP

Via eRS submits referral 

following A&G response

1

GP

Via eRS submits referral 

following A&G response

1

Booking Team

Via eRS, add in 

appointment date as 

Christmas day of that year 

and the time as 00:01 13

Booking Team

Via eRS, add in 

appointment date as 

Christmas day of that year 

and the time as 00:01 13

Booking Team

Via eRS, click change service, 

click Search, select “YDH zz” 

option, click Indirectly Book, 

then click OK 12

Booking Team

Via eRS, click change service, 

click Search, select “YDH zz” 

option, click Indirectly Book, 

then click OK 12

Booking Team

Via Trakcare, select patient, 

enter all referral information 

onto OP waitlist and click apply
7

Booking Team

Via Trakcare, select patient, 

enter all referral information 

onto OP waitlist and click apply
7

Complete mandatory fields - dates referred, 

received, todays date, choose specialty, 

interprovider transfer (RTT date), x09+UBRN

Complete mandatory fields - dates referred, 

received, todays date, choose specialty, 

interprovider transfer (RTT date), x09+UBRN

Booking Team

Via eRS, Save documents 

to desktop

8

Booking Team

Via eRS, Save documents 

to desktop

8

Process 

ends

Booking Team

Via eRS, click <Print>, 

select “Printing Complete”

10

Booking Team

Via eRS, click <Print>, 

select “Printing Complete”

10

Consultant

Via TrakCare, vets 

referral

14

Consultant

Via TrakCare, vets 

referral

14
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RPA – Robotic Process Automation | RPA – Robotic Process Automation | 

Process Owner: Linda Beacham, Deputy Operational Booking Manager

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/10/2025

Version: 1.0

Start 

process

Booking Team

Via TrakCare, generate 

letter for patient, sent via 

NeoPost
3

Booking Team

Via TrakCare, generate 

letter for patient, sent via 

NeoPost
3

Process 

ends

Booking Team

Via Telephone, contact 

patient to arrange 

appointment
1

Booking Team

Via Telephone, contact 

patient to arrange 

appointment
1

RPA

Via Trakcare, utilises 

“Yesterday” report to 

update dummy 

appointment 4

RPA

Via Trakcare, utilises 

“Yesterday” report to 

update dummy 

appointment 4

Booking Team

Via TrakCare, book 

patient into agreed slot

2

Booking Team

Via TrakCare, book 

patient into agreed slot

2
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Process Owner: Linda Beacham, Deputy Operational Booking Manager

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 09/10/2025

Version: 1.0

Start 

process

Booking Team

Via TrakCare, generate 

letter for patient, sent via 

NeoPost
3

Booking Team

Via TrakCare, generate 

letter for patient, sent via 

NeoPost
3

Process 

ends

Booking Team

Via Telephone, contact 

patient to arrange 

appointment
1

Booking Team

Via Telephone, contact 

patient to arrange 

appointment
1

RPA

Via Trakcare, utilises 

“Yesterday” report to 

update dummy 

appointment 4

RPA

Via Trakcare, utilises 

“Yesterday” report to 

update dummy 

appointment 4

Booking Team

Via TrakCare, book 

patient into agreed slot

2

Booking Team

Via TrakCare, book 

patient into agreed slot

2


	Neurology YDH Bookings As Is Final v1.0.vsdx
	Contents
	INDEX
	Legend A
	Legend B
	Map 1
	Map 2


