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Follow a modular approach
• “Plug and play” modules are preferred.
• Simple modules involving a limited number of tasks are 

easier to troubleshoot and maintain. 
• Divide large modules into sub-modules.
• Modules are generally self-contained but tangential.
• There is no consensus workflow, virtually all workflows 

are customized.

Guiding Principles

Assign roles deliberately
• Adjust to strengths of each technician--using students and volunteers 

requires flexibility in role assigned to personnel  rather personnel 
assigned to role.

Create task lists
• Complete.
• Clear.
• Succinct.
• Ordered.
• Reusable.
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Process Cycle Dependency

Software configuration Once/non-recurring

Equipment set-up Once/non-recurring

Specimen curation Recurring

Specimen selection Recurring Pre-digitization curation

Specimen transport Recurring Specimen selection, 

imaging, data entry

Conservation Episodic Curatorial processes, 

imaging, data entry

Data entry Recurring/tasks iterative Specimen transport

Imaging Recurring/tasks iterative Specimen transport

Equipment adjustment Episodic Data entry/imaging

Software update/tweaking Episodic QC

Specimen return/shelving Recurring Imaging or data entry

Example Processes (Modules), their Cycles and Dependencies
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Documentation and Instructions

• Written Protocols
• Essential!
• Include screen shots and pictures.
• Attention to detail (leave nothing to 

the imagination).
• Express limits on technician 

authority.

• Feedback Loops
• Technicians: best source of 

efficiency adaptations, either by 
show or tell.

• Easy methods for receiving 
feedback.

• Personal copies of the protocol.
• Master copy available via Google 

docs or other shared storage for 
updates and suggestions.
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Idigbio.org->Digitization->Documentation->Workflow and Protocols->Workflow 
Modules and Task Lists

https://www.idigbio.org/content/workflow-modules-and-task-lists

https://www.idigbio.org/content/workflow-modules-and-task-lists
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http://www.bioone.org/toc/apps/3/9
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Continuous Workflow Improvement

Develop written workflows that reflect actual practice

Continuous evaluation of written and actual workflows by:
 Technicians
 Workflow managers
 Collections managers

With particular attention to:
 Bottlenecks
 Redundancy
 Handling time
 Varying rates of productivity
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