Detailed Workflow Map Cheat Sheet

Create detailed process maps of the new or enhanced care gap closure processes
Use the information from the High-Level process map worksheet as a guide to now developing detailed
process maps for separate parts of the care gap closure process.

You can then use these maps to test and refine the new workflows using PDSAs and as the basis for job
aids.

Use a tool like: Use a process mapping tool like Lucid Charts. Link to LucidChart:
https://www.lucidchart.com/pages

PEARL: Many online process mapping tools now include Al engines. You can list out the steps,
drop them in and the platform will auto-generate a process map the practice can then edit. This
can sometimes save time.

Types of maps

> A simple process map shows how a process works in a few steps and is useful for providing a
simple overview of a process.

> A detailed process map shows detailed steps for each task in the map.

> A swimlane diagram or process map shows the roles S @ E S

and specific actions of different individuals (or
departments) in the process and the places where
handoffs occur. E S
Steps for mapping processes (map “what is” first)
1. Gather your materials, including sticky notes and
pens.
2. ldentify start and end points of the process. There
may be more than one end point. ;@
3. Follow the flow through decision pointsto =]
completion before mapping alternate paths - 1 == B e
4. Write each step of the process on a sticky e B=a
note/whiteboard/e-platform using the correct
symbol.
5. Move steps into the correct order, @ startor end of process ‘ Decision
and into swimlanes, vertically B o
stacking actions that are done at
same time, and add arrows.
6. Validate with individuals involved with the process.

‘ Arrows (direction of flow)

Steps for re-designing
1. Review the map
2. ldentify problem areas that need to be redesigned



3. Brainstorm changes with participants and using data from the Last 10 and 5 Whys
4. Modify the map to address problems, or create a new process map using the steps above
5. Test and refine with PDSA cycles (see next task)

Techniques for facilitating a mapping processes session
1. It's ok to be low-tech. A packet of post notes is a great way to start.
2. Have the person who owns the step "hold the pen."
3. Take a photo of the finished map on your phone to save it.



