Creating an Process Map – Process Map

Purpose: To create a document that accurately and effectively documents the steps necessary to complete a specific task.

Supplies Needed: Logic for Action Plans

Equipment Needed: Computer with Microsoft Word

STEPS









REPONSIBILITY
1. Open Microsoft Word



 


Document Creator

2. Input the name of the Process Map




Document Creator

3. Put date of creation in footnote




Document Creator

4. Save to the name of the Process Map created


Document Creator

5. Outline/Narrative the entire process




Document Creator

6. Determine Steps







Document Creator

7. Input Steps & Responsibility





Document Creator

8. Input Standards







Document Creator

9. Save Process Map






Document Creator


10. Submit to Supervisor






Document Creator

11. Review/Edit/Test






Supervisor

12. Return Process Map to Creator




Supervisor

13. Update Process Map per Any Suggested Changes


Document Creator

STANDARDS

1. On your computer open Microsoft Word.  

2. Add the appropriate descriptive title to the front of the words Process Map at the top.

3. Move the cursor to the footer at the bottom of the page and double click on it.  Use the cursor to highlight Date(xx.xx) and type in the month and the date in the form 08.09.  On the Header and Footer dialog box click Close.  

4. Before actually beginning to create the text for the process map save the file by going to the File drop down box and selecting Save As.  Select the category that is appropriate for the process map being written.  The name of the process map entered should automatically appear in the Save As box.  If not, type in the name of the file and hit the Save button.

5. Do an outline or narrative of the steps necessary to complete the task.  

6. Using the Outline/Narrative as a guide, determine each Step needed to complete the task and what position would ideally accomplish them.  

7. Input the Step on the template then tab over and list the position that is responsible under Responsibility heading. Continue this process until all Steps are listed.

8. Input the Standards for each Step.  The easiest way to do this is to print the Steps already created and use them as a reference to assure they have a matching standard.

9. Once the Process Map is complete immediately save it.  During the process of creating the Process Map you should save the file at least once every 15 minutes to avoid accidental loss and wasted time.

10. Submit the completed Process Map to your Supervisor for their review.

11. Review the Process Mapfor completeness and understandability.  One of the best ways to do this is to actually use the Process Map on a word-for-word basis to accomplish the task.  Errors, omissions, incorrect /incomplete/vague/unclear information will become obvious when performing the task using the Process Map.  Make notes regarding any suggested changes. 
12. Return the Process Map to the original creator along with any suggestions or notes regarding changes that need to be made.
13. If needed, rewrite or add any needed changes.  Repeat Steps10-12 until the Process Map is determined to be ready for use.
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