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Module 05 - Process Mapping and Basics of Process Improvement

Process mapping is a valuable technique used to visually represent the sequence of steps
within a process. It enables us to:

Understand how tasks flow from start to finish,

Identify bottlenecks or redundancies,

Pinpoint opportunities for improvement and simplification.

By mapping a process, we gain clarity on how each step contributes to the final outcome,
allowing us to drive efficiency and enhance overall performance.

What is Process Mapping?

A process map is avisual representation of the sequence of steps involved in completing a
process or task.

It shows the inputs, outputs, and flow of activities, making it easier to understand the
process structure and pinpoint areas for improvement.

Key Features of a process map

Identifies roles, responsibilities, and handoffs.

Highlights inefficiencies, bottlenecks, and redundancies.
Facilitates communication and alignment among teams.

Common Flowchart Symbols:

Process mapping uses standardized symbols to represent steps, decisions, and flows
within a process. These symbols provide a visual framework that ensures clarity and
consistency across flowcharts, helping teams and stakeholders understand the process
sequence at a glance. Below are the key symbols commonly used in flowcharts:

Ovals (Start/End): -

Ovals are used to signify the beginning and end of a process.

The "Start" oval marks the entry point into a process, while the "End" oval indicates the
conclusion of the process. This provides clear boundaries for where the process begins
and ends.
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Rectangles (Process/Action):

Rectangles represent tasks, actions, or operations that must be carried out during the
process.

These are the most common symbols in a flowchart and are used to describe any activity,
work step, or process operation that requires attention. Rectangles should be labeled
clearly to define what the action entails.

Diamonds (Decision):

<>

Diamonds are used to indicate decision points in the process, where the flow of actions
can diverge based on yes/no or true/false conditions.

The decision symbolis typically followed by arrows showing the different outcomes of the
decision. It helps determine the next steps based on certain criteria, guiding the flow of the
process in different directions.

Arrows (Flow/Connection):

Arrows represent the flow or sequence of steps in a process, showing the direction in which
the process moves from one step to the next.

Arrows are essential for linking symbols and demonstrating how tasks and decisions are
connected. They can also indicate the path of execution and the logical order of steps in
the process.

Example: An arrow connecting the decision diamond to the next task rectangle.

Additional Symbols:
1. Parallelograms (Input/Output):
* Purpose: Parallelograms are used to represent input or output operations in
the process, such as data entry or results being displayed.
* Details: This symbolis particularly useful in processes where data or
information is entered into the system or retrieved as an output.
* Example: "Input customer data" or "Display result."
2. Circles (Connector):
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* Purpose: Small circles are used to connect different parts of the flowchart,
especially when the flowchart is large and needs to be broken into sections.

* Details: Circles act as connectors to link one part of the flowchart to
another, typically when the flowchart spans multiple pages or areas.

* Example: A circle labeled "A" to connect a section of the flowchart on the left
to another on the right.

Document (Document/Report):

* Purpose: Represents documents or reports that are generated as part of the
process.

* Details: Often used when the outcome of a process step is the creation or
retrieval of a document or report.

* Example: "Generate invoice."

Steps to Create a Process Map or Flowchart

1.

Define the Process:

Clearly outline the purpose, objectives, and scope of the process you intend to map.
Identify Key Steps:

List all the tasks, decisions, and potential outcomes that are part of the process.
Map the Sequence:

Arrange the identified steps in their correct chronological or logical order to form a
coherent flow.

Use Appropriate Symbols:

Utilize standard flowchart symbols to represent different elements such as steps,
decisions, and transitions for clarity.

Validate the Map:

Share the process map with relevant stakeholders to confirm its accuracy and
completeness.

Analyze and Improve:

Review the mapped process to identify inefficiencies, bottlenecks, or areas for
potential improvement.

"By following these steps, you can develop a clear and effective visual representation of
any business process, enabling stakeholders to easily understand the workflow, identify
roles and responsibilities, pinpoint inefficiencies or redundancies, and make informed
decisions for optimization and improvement. A well-constructed process map enhances
communication, streamlines operations, and serves as a valuable tool for training,
standardization, and continuous improvement efforts.
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Ordering Coffee at a Café

Start

Make Payment

Place
Order
Decision
Payment Approved?

Yes

Prepare Coffee

Serve Coffee

End

Applications of Process Mapping and Flowcharts

1. Business Operations:

Workflow Analysis and Optimization:

Process mapping breaks down workflows, helping to identify and eliminate
inefficiencies, leading to more streamlined operations.

Identifying Inefficiencies:

In production or service delivery, flowcharts highlight waste and unnecessary steps,
enabling process redesigns for improved efficiency.

2. Quality Improvement:

Six Sigma and Lean Methodologies:

In quality frameworks like Six Sigma and Lean, process mapping helps identify areas for
improvement, reducing defects and enhancing quality.

Root Cause Analysis:

When issues arise, process mapping aids in pinpointing the exact causes, allowing
teams to resolve problems and prevent recurrence.
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3. Project Management:

Defining Workflows and Responsibilities:

Flowcharts help project teams understand roles, responsibilities, and deadlines,
improving communication and project execution.

Monitoring Progress and Dependencies:

Process maps track project progress, making it easier to identify delays and manage
task dependencies effectively.

4. IT and Software Development:

Visualizing Algorithms or System Workflows:

Process mapping helps visualize data flow and algorithm steps, simplifying the
development and collaboration process.

Streamlining Coding and Debugging:

Flowcharts assist in identifying bugs, making debugging faster and software
development more efficient.

In conclusion, process mapping and flowcharts are invaluable tools for organizations
striving for operational excellence. Whether it’s for optimizing business operations,
improving quality, managing projects, or enhancing IT development, these tools provide
clarity, drive collaboration, and lay the groundwork for continuous improvement. By
offering a structured, visual representation of workflows, they enable businesses to reduce
inefficiencies, mitigate risks, and deliver better results.



