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Process mapping is used as a technique for analysis a process and breaking it down into discrete activities with distances and times for each activity. This 

allows for the easier identification of 7W + 1 wastes and therefore what improvements can be made to the process  

 

Team Based Instructions 
Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

0 
Define the objectives of the 

improvement  
 

What you want to achieve from the 
activity e.g. productivity, lead-time, 
quality, delivery, etc 

 

1 

Identify start and finish of the 
target process (be prepared to 

extend!) 
 

Sketch out what the process looks like  
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Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

2  Pick your team to process map 

Lean facilitator, process experts, 
supervisors, internal suppliers and 
customers 
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Go See Instructions 
Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

3 
Identify the main steps in the 

process  

 This gives you the backbone of the 
process map and stops you process 
mapping the world !!  

 

4 

Do a quick walk through of the 
process and follow the value  

 

 
For example follow the fruit, plant, 
cutting, animal, etc  

5 
 Allocate roles to the team 

members 

 1 person to scribe on post-it notes, 1 x 

timekeeper with stop watch to record how 

long it takes to do something, 1 x person to 

stride out distance (1 stride = 1m), 1 x 

person to do the activity within the process, 

everyone else to make a list of all the 

7W+1 that they see 

 

6 
Repeat the walk through and 
record down all the individual 

steps within the process 

 Enough detail to capture the waste but 

don’t get analysis paralysis!!).  

 One process step per post-it note 
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Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

7 

Record down on post-it notes 
each description of each step, 
distance travelled and time to 

complete the step  

 each step to be on a different yellow 
post-it note 

 

 

8 
Repeat step 7 until you reach the 

end of the process.  
 

 Remember to number each post-it note so 

that it makes them easier to lay them out in 

sequence afterwards 

 

9 

Takes photographs of examples 
of 7W+1 as you go through the 

process  
 

 Place these on the process map in the 

location where they occur  

10 

Print out screen prints, reports, 
labels, documents, etc that are 

used as part of the process 
 

 Place these on the process map in the 

location where they occur.  

 Use this to identify information waste  
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Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

11 
Using flipchart paper create a 
process map using the post-it 

notes collected  

 Placing them left to right in the middle of 

the flip chart paper 

 

12 

Add to the flip chart any 
supporting documentation that 

you may have (identified in step 
10) and place next to the process 

step that it best relates too 
 

   
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Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

13 

Review with the group and make 
sure that there are no gaps on the 
process map that need additional 

post-it notes (process steps) 
 

 If you find there are any gaps (or 

questions) go back and visit these areas 

and process map 

 Don’t make assumptions and always go 

and check  

 

14 

Using green post-it notes write 
down all the 7W+1 that you 
observed or has occurred 

previously and place them next to 
the process step it best reflects (1 
waste per post-it note). The more 

green post-it notes the better!! 

 1 waste per post-it note  

 The more green post-it notes the better!! 
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Step 
No. 

Description of Major Step Key Points Photo/Sketch/Links to Video 

15 

Record on orange post-it notes 
any improvement ideas that the 

team have and place them on the 
process map closest to the step 

they relate too 

 Do not discount any ideas at this stage or 

go into too much discussion about how ot 

make them work which could potentially 

stifle any creativity  

 

16 

Go through the yellow post-it 
notes (process steps) and decide 
which ones are ‘value-added’ in 

the eyes of the customer  

 What steps are the customers willing to pay 

for them. Re-write these process steps 

onto pink post-it notes 

 

17 
Invite along individuals that are 

involved in the process  
 

 or supply into it or even better friendly 

customers!) for their contributions to it the 

process and associate problems/ideas for 

improvement 

 

 


