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	STANDARD OPERATING PROCEDURE

	Title
	Drawing a Process map in Excel

	Purpose
	To Use Excel to capture Process Maps to enable:

· sharing of the information to a wider audience
· Ensure an accurate record of the map

· Use in communications, Standard Op’s and reports

	Scope
	This SOP covers the use of Excel drawing tools to enable the electronic capture of a hand produced process map. It is intended for guidance use only and is not a comprehensive Excel guide. (This document assumes a basic knowledge of Excel).

	Instruction
	Photograph/Diagram

	1. 
	
On a new worksheet / tab,
select View, Toolbars then Drawing:

· Autoshape

· Basic Shapes
· Folded Corner
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	2. 
	Drag and size the autoshape to the desired location.
Tip: 2 x 4 cells is a good start size for most maps
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	3. 
	
Highlight your shape.
Select the Paint fill icon.

Select the colour of your choice.
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	4. 
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	5. 
	To Draw lines and  / or connect autoshapes together, select:

· Autoshapes

· Connectors

· Elbow Arrow Connector
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	6. 
	Click on the point you want to connect from and then drag the connector to the point you want to connect to.
Note: This type of connector will stay connected to the autoshapes, even if you move the autoshapes.
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	7. 
	
If the process map is large, you can use the Zoom facility to see more of the process.
Click:

· View

· Zoom


Then select your preference (50% is good for most maps)
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	8. 
	
To type text;
Select the autoshape required and type as normal.

Use Text Options to centre, change font size and use italics / bold as per usual.
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	9. 
	For additional boxes (Questions / Issues / Ideas) – Make the autoshape square.

Use the rotate function and rotate to form a diamond shape.

Use the fill icon to colour shapes as per the mapping convention you have used.

Alternatively, You could list the Questions / Issues Ideas relating to the process under the map or on a separate tab.
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	10. 
	Notes:

Do not forget to save the file after each access. (Consider use of file / version control if review has to take place).
Follow the same process for subsequent redesign maps – Use other worksheet / Tabs and label accordingly.

Tips:

If possible set print area and print out map on an A3 sheet. Most maps are readable on A3 unless the process is extremely long and complex.

When copying the map for use in other documents (PowerPoint / Word etc.) Use:

· Paste Special

· Paste As Enhanced Metafile Picture.

This takes up less memory in the finished document.
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