
Improving a process
Workflow diagrams can help a quality improvement team review how a current process works and then establish how it can be im-
proved. The diagram below shows a site-specific workflow for processing medical orders and related appointments.
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*Staff 
• Make appointment in scheduling software. 
• Transcribe the X-ray order in the EHR.  
• Write initials, date/time of appointment on order form. 
• Place X-ray order in the X-ray binder under month and day 

appointment scheduled (Tuesdays and Thursdays only). 

Staff: Medical records clerk 
• On Tuesday and Thursday morning, X-ray orders are taken 

from the binder to the X-ray technician. 

*Staff 
• Make appointment in scheduling software. 
• Transcribe the lab order in the EHR. 
• Write initials, date/time of the appointment on lab order form. 
• Place lab order in the lab binder (red binder located at nurses’ 

station) under month and day appointment scheduled. 

*Staff 
• Make appointment in scheduling software. 
• Transcribe the ECG order in EHR. 
• Write initials, date/time of appointment on ECG order form. 
• Place order form in the red ECG binder at the nurse’s station; 

file under month and day appointment is scheduled. 

Refer to separate equipment workflow (see page 16). 

*Staff 
• Make appointment in the scheduling software 
• Transcribe the follow-up appointment order in the EHR 

(Note: Follow-up paper order forms can be discarded). 
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EHR = electronic health record


