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Map Process using Microsoft Word Process Map Symbols (see attached for examples of symbols and process map):
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Process Map Symbols and Examples
Symbols are selected from Microsoft Word, Drawing Menu (Autoshapes     Flowchart)
Lines are selected from Microsoft Word, Drawing Menu (Autoshapes     Connectors)


Example – Documenting Processes
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Submit PIIP, DAP, and/or Benchmarking Forms.








Shows a task or activity performed in the process











Shows direction or flow of the process.





Shows input to start the process or output at the end the process.





Indicates a yes/no decision





Assessment: Evaluate the Process for Improvement





Use the flowchart form (this form) to document graphically.  Descriptions should be succinct and show flow.





Document the steps textually using the narrative form.  This form allows you to be more descriptive of each step.





Arrange post-it notes in the desired sequence.





Use post-it notes to mock up process.  List each step on separate post-it. 






































Check for completeness of process and agreement of colleagues involved in process.





Determine key process to document. Determine the boundaries (start and stop).





Evaluate annually or as appropriate.





No Improvement Needed





Requires Improvement








