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Checklists? 

Processes? 

Procedures? 



 
Let’s take 2 minutes and write down the 

Processes in your organization… 





Pitfalls for Not Defining Your 

Processes: 

  

 Lack of Consistency  

 No Accountability 

 Cross Training Deterioration   

 Items Fall Through The Cracks 

 Disorganized 

 Decline in Customer Service 
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Benefits of Defining Your Processes: 

 Provides Visibility 

 Improves Communication & Understanding 

 Helps Organization-wide Planning 

 Provides Ability to Capture Lessons Learned 

 Provides Basis for Training 

 Minimizes Missed Steps 
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Do You Need to Define Your 

Processes? 

 

Consider the Following Questions: 
• Is the process important for the business goals? 

• Is there only one person who knows how to do the task? 

• Do many people perform the task, but one way is preferred? 

 
If you can answer “Yes” to any one of these questions, then you NEED 

to define your processes!   
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How Do You Define Your Process? 

Gather All of The  
Participants 
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How Do You Define Your Process? 

Document the Process 
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How Do You Define Your Process? 

Look for Improvement 
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How Do You Define Your Process? 
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Implement 
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Process Management 
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Process Management 
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Name/Address 
System  Setup  
Code Maintenance 

• Define the Process 
• Assign a Category & Class 
• Expected Results 
• Process Description 
• Use With 
• Reorder Steps/Auto Assign Flags 
• Opportunity Amount 



Process Management 
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Process Management 
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• Define the Step 
• Assign Duration 
• Enter Category, Class, Action 
• Assign the Task to a User 
• Enter Expected Results 
• Enter Additional Directions 
• Add Attachments/Support Documents 

Name/Address 
System  

Setup  Code 
Maintenance 



Add A New Process 

16 



Add A New Process 
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Add A New Process 
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Add A New Process 
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Add A New Process 
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Add A New Process 
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Add A New Process 
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User Activities 
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Where Used Inquiry 
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Report 
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Discussion, Questions, Comments 
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Patrick McHugh 
pmchugh@ddi.org 
317.713.2472 
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