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Process Mapping Basics

Too often we focus so much on getting the work done that we don't take time to reflect on
whether everyone involved has the same understanding of who does what, when, and in
what order. Without clarity and alignment on the workflow, teams experience frustration
and regularly find they need to re-do work or revisit decisions. Process mapping is a simple
way to gain that clarity and alignment.
 
This mini-guide contains an overview of the elements of process mapping and instructions
for how to map a process. The full guide also includes an overview of the RAPIDS decision-
making matrix and tips for effective mapping. In addition, the full guide includes a video
tutorial of process mapping.
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EPISODE 104

Process mapping is an approach to documenting steps, resources, timelines and people
involved in a given process. While process mapping can be highly intricate, a basic approach
will generally provide sufficient clarity to streamline the activities and reduce frictions. 
 
 
 
 
 
 
 
To learn more about process mapping visit www.lucidchart.com/pages/process-mapping
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Use the following shapes to signify their content:

Rectangle: An action or step to be completed. 
Include who will do this and by when / on what timeline.

Diamond: A yes/no question or decision-point.
Yes moves to the step to the right. No moves to the step downward. Consider
including who will be involved in the decision and what role they will play.

Double Rectangle: Tools, resources, templates, and supplies required.
Include anything that the person completing the action will need.

Circle: The end of the process.
Signal when a process is complete or to begin a new process on a different map.

Arrow: Shows directional movement between actions and decisions.
Generally move from left to right throughout the process.
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GET THE FULL EPISODE GUIDE
Get full episode guides, guest bonuses and more when you become a member of

The Modern Manager community.

www.themodernmanager.co/join
 

Purchase the full guide at 
www.mamieks.com/store
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Elements



Select the process

to be mapped.

Identify who needs

to be involved in

mapping.

Will you

create a draft

map first?

Brainstorm the steps

& decision-points in

the process.

YES

NO

Invite others to join

a meeting to co-

create a draft map.

Walk through the

process and

organize the steps

& decisions

Identify who / what

role will complete

each step.

Identify what tools,

templates, resources,

etc. are needed for

each step

Do you 

need input

from others?

Invite others to give

input and enhance

the map.

YES

NO

Share the map with

anyone who needs

to be informed.

Is the

final map

approved?

YES

NO

End.

Continue to

enhance the map.

1) mapping

software or sticky-

notes + pens

Save the map in an

easily accessible

location for future

reference.
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Basic Steps for Process Mapping


