ZActionMap® Training

“How to Map a Job” Training

“Standard Method” Mapping Guidelines — Part 1
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Please look at the preceding training
presentations before looking at this one
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Map Part Positioning
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<& ActionMap®

Left and right side, top and bottom, and alignment of arrows is all up to you

= |eft side and right side have no particular
meaning, unless you choose one
= For example, suppliers on the left,
customer on the right

= Top and bottom have no particular meaning
= Although putting “important” parts near
the top can be useful

= Suggestion: these choices can slow you down
when you are first getting knowledge onto
paper
= So consider waiting for a redrawing of the
map to make such adjustments

= Also: getting the side parts and arrows to line
up with the sub-processes is not important (so
don’t spend time on that)
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Map Part Labeling
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Map Part Labeling — Be Specific

= The graphic parts need text labels to tell the whole story
= Foryourself to remember and for sharing with other people

Be specific in labeling map parts (so you don’t need to remember or explain as you move forward)

Market Customer Customer Operajce
R h Database Credit > Packaging
esearc Information Equipment
compared to: compared to: compared to: compared to:
X X Information
Research Database Operate
Equipment

= Thereis only so much space for labels, yet there is enough space if labels are chosen carefully

= When possible, labels should convey enough information that understanding is immediate
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Map Parts: Guidelines for Labeling Flow arrows

* Flow arrows represent the movement “stuff” or “content” /
(information, money, goods, simple actions, etc.) Invoice >
= So animportant guideline is to labels flows with the names of
the stuff that is being moved
X Create
= Flows do not change the things that they move.
Flows only move things from place to place. >< Transform
: T . >
= So an important guideline is Do NOT label flows with
activities that create or modify things ><
Analyze >
= Flows only mean, “this content goes from here to there.”
= So an important guideline is Do NOT use flow arrows >< Go to
to mean “do this next” or “go to next step” next step
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Having said that

= Flows can be labeled with complex exchanges, or “bundles” of interactions, for example:

Contract \/

< Negotiations

< Ongoing \/
Communication

< Project \/

Collaboration
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Having said that (continued)

= Flow labels can imply complex activities between map parts

= if you can add the word “interactions” to the label and it still makes sense

= “Analysis” and “Construction” DO NOT = “ Analysis and Construction Interactions”
go back and forth between map parts DO go back and forth between map parts
Analysis Analyg.is
< Y > < Interactions >
X : Construction
Construction < . >
< > Interactions
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Map Parts: The importance of Flow Labels

= A key value of Flows is that they both separate
AND connect the elements of the activity

= Flows help to define who is responsible for
what, and what part of the work happens where

= |f a Flow is labeled with the name of an activity,
it leaves a question about who is responsible
for the activity

= |t also raises the question of what actually goes
back and forth on the arrow

= Every such question takes attention away from
learning about the job that is being mapped

Who does what?
Product
Product ¢Deve|opment Product
Management Engineering
VS.
Product
Product Development Product
Management Interactions Engineering

They both do this
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A Key Guideline in Using Boundaries

= The key to using and labeling Boundaries is to imagine that Boundaries are
COMPLETELY SEPARATE* from the Central Process (like a brick wall is between them)

Sender’s Activities LET THE FLOWS SHOW THE Receiver’s Activities

and Resources CONNECTEDNESS and Resources

@2 R = e

= Sender | Package i F o

1 m » Receiver < (=%

[ N N | . i . () ()
0n® RS On®
-m s “‘\

= LB Bl anng A

k () ()

= * g person orresource can be in both the Central Process and a Boundary if they
are playing different roles with different activities
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Guidelines for Stores

= Stores should be saved for things that are mostly just for storing and retrieving content or “stuff”

= There may be some activity around a Store; for example an electronic database

Storeroom

Customer
Database

= Other things might be considered Stores OR Boundaries
= This is flexible, and you can always change them later

Website
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Guidelines for Sub-Processes /
Central

" Sub-processes should describe activity that is Process
entirely inside the central process

Sub-Process

= Sub-process activities should not overlap with 01
each other

4 N

= Sub-process activity should cover the entire SUb'POfZOCGSS
Central Process X ~

Sub-Process

03

= These guidelines are all controlled by how the - J

Sub-Processes are named X

= As “areas of activity”, processes always have
fuzzy boundaries, so there is always some wiggle
room in these guidelines

\_ /
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Map Parts
vVersus

Comments ABOUT Map Parts
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Two basic types of information in the ActionMap method

<& ActionMap®

Map Parts

Comments

Map parts are the graphics that move stuff move,

change and store stuff

“Stuff” = information, signals, money, goods, energy,

simple actions.
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= You can write anything on a Map pages,

however, do not use the Map Parts for comments
= |f it does not change, hold, or move the “stuff”,

itis not a Map Part.

Comments are words and phrases that
are ABOUT map parts

Types of Comments

Evaluations:

= Goals

" |ssues

= Change Ideas

Notes

= Benefits

= Results

= Qutcomes
= Qualities

= Milestones
= etc.

Notice that these
things do not change
or move the “stuff”.

They are “attributes”
“properties”,
“qualities”, and
“quantities” of the
Map Parts; they are
notthe Map Parts.

actionmap.com
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Examples of Comments versus Map Parts

The key is to notice that Comments:

= Are not content or stuff; comments are not moved or changed
= Just sitthere: they do not move or change anything

= Examples of comments (that are ABOUT Map Parts)

20% Increase

: Delivery is
in volume

slow

Product
Arrived

Package
100 per (Sender\ g »| Receiver
week J

Needs
adjustment

Blue with
white trim
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Some examples of comments incorrectly being used on Map Parts

(where comments should NOT be used)
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Extra Map Graphics
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Examples of extra graphics and notes on a Map

It can sometimes be useful to add
other types of graphics and notes to the
Map, as shown in the example here

Part numbers are optional. However,
they can be usefulin connecting
evaluations to specific Map Parts
(more on that in the Core Training - Part
2)

Sequence numbers are usually not
needed forincreased understanding of
an activity. However they can
sometimes be useful in training,
detailed analysis and other functions

<& ActionMap®

Part Number Sequence Number Measurement On-Map Note
PO1, BO1, SO1 (20/week)
Respond
Customer Info
Request
P01 File Request
Information ;
Customer &—pcoiest P FF::CS:;’; Customer File File
BO1 (20/week) 302 (5 days) Service
Returned File> BO4
Copy Request,
Copy [€ Masters Prepare 4.B.1 Boilerplate
Room Copies, Masters Letter «—F2ragraphs Paragraphs
BO2 745 (maybe > P03 (3/ letter) So1
electronic)
Mail Mail Batch Package (6) Office Office
Room (1/ day) Response Supplies Supplies
B0O3 P04 S02

actionmap.com

© 2025 ActionMap Inc.




Thanks for viewing!
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