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- Flowcharting

a Flowcharts are used Iin designing and documenting @
complex processes or programs.

a Visually show the steps and decisions
and how they fit together.

0 Contained in procedures and quality manuals.
a Show how the process should be.
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- Flowcharting

When to Use It?

Q
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Define a process.

Analyze a process.

|dentify bottlenecks and troubleshoot a problem.
Document a process.

Communicate steps to other people involved
In a process.

Improve a process.
Standardize a process.
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- Flowcharting

Components:

o 0000000

Step name.

Step number.

Step description.

Relationships between steps.

The decision points.

The control / inspection points.

Data collection / storage points.

The inputs and the outputs for each step.
Reference to the SOP or work instruction.

Make

No

Yes
Process
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- Flowcharting

Standard Symboils:

————————————————————————————————————————————————————

O Start / End <> Decision

Activity ) Delay

:> Transport 8 S

Inspection / Check
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- Flowcharting

Approach:

O 0O 0O 0 O

U O

Identify the process owners.
Identify the process boundaries.
Document the inputs and outputs of the process.
Document the ideal operations (brainstorming).
Add decision, inspection, data collection
& storage points.

Test the Flowchart.

Challenge the Flowchart if
you want to improve it.
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- Flowcharting

What you think it is...

OVO—

What it actually is...

OBHOTO-
el Yo

Hidden Factors

"

What you would

like it to be...

OO0~
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- Flowcharting

a A flowchart is described as cross-functional when the page is
divided into different “swimlanes” describing the control of

different organizational units.

0 Use connectors when they become long
and complicated.

o Software developers can use flow charts
to map out a process that needs to be
automated.
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- Flowcharting

Example — Shipping Flowchart:

Adjust dispatch o N
plan accordmg to » Prepar_e shipping Export o
agreed delivery ticket delivery?
date
Yesl
Delivery No .
Start Prgpare ex;t)ort date in Recelvedtransport
ocuments Contract order
Vesl
A
Arrange ] Shipitems to | Notify customer
transportation customer shipping details
Follow up No Payment Invoice the No advance
payment with the f¢——— received ] customer SE— d
customer ? payment

==
Update
account receivable

Accounting

Continuous Improvement Toolkit . www.citoolkit.com




