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AFFINITY DIAGRAM
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—-— What is it?
The AFFINITY DIAGRAM is used to organize facts,
opinions, and ideas into groups or topics. It
provides a framework for organizing results from Topic Topic Topic
customer feedback cards, survey comments,

brainstorming sessions, etc., so that many ideas
may be easily structured and restructured. | | |

An AFEINITY DIAGRAM is created by selecting a | ‘ |
theme, collecting facts, opinions, and ideas, and
then transferring the data onto index cards or

adhesive notes which are sorted and labeled. e

- iissscsssastsmstiisss)
RESULTS:
The team now has + atheme or pattern to otherwise
unorganized data

*  a way to guantify qualitative
information

AFFINITY DIAGRAM
~ —| When do I use it?
Sort large quantities of data. The AFFINITY DIAGRAM is used
I* when you need to sort large

guantities of qualitative data.
The data may come from
customer feedback forms,
Look for patterns or themes. survey comments,
brainstorming sessions, etc.

Click on the situation you want to explore farther.




AFFINITY DIAGRAM

=

— When do I use it?

Creating an AFFINITY DIAGRAM
requires you to categorize the
data you have gathered. This
allows themes or patterns of
responses to be recognized.

Sort large guantities of data.

Look for patterns or themes.

Click on the situation yon want to explore further.

AFFINITY DIAGRAM

s [ -
——— How do I build it? Summary
TECHNOLOGY Step 1: Put each piece of nominal
Perform- data collected from
ance surveys, interviews or
. E:fnt}puacghle brainstorming sessions on a
. e o separate card or adhesive
FEATURES| Worksw! |REASE OF USE note.
hDﬂatabase‘ —ulf,‘f:r'gi;f Eﬁ.};to Step 2: Working together, each
= Dgl‘l‘::t —ald _Simple " team member then silently
Ictionar computer Not too sorts the cards into loosely
-¥Great | P ompli- related piles
Fonts P b
— Spell | cated Step 3: Once sorting is complete,
_Checker make a topic card for each
Thesau- | pile.
o Hs! PRESENLAT O
Tables & SEYLE Step 4: Re-evaluate the card sort
— Graphics Pretty and remove any cards that
Charts & Great do not fit.
— Graphs Presen- Step 5: Re-sort discards and label
tations them.




AFFINITY DIAGRAM
- Example

TECHNOLOGY

Perform-
ance
— Compatible|
w/ docs
FEATURES Waorks w/ EASE OF USE
Database __old printer Easy to
Mgmt. | Works w/ learn
— Dictionar —old —SLTPI‘E
-¥ computer [NOE100
Great | ompli-
— Spell | cated
_Checker
Thesau-|
- ru%ables 2 PRESENIATION
__Graphics P?;'Ie:';'
Charts & Great
— Graphs
Presen-

tations

BAR CHART

——F * [

5 — What is it?
A BAR CHART compares categories of data. The
bars represent each category and the height of the

bar is relative to that categories data value. The
bars do not touch or overlap each other.

a0
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HR Sales Service

Click on graphic to hear andio.

e —

RESULTS:

The team now has *  avisual for comparing categories of
data




BAR CHART

— .
i —
" When do I use it?
Easily compare categories. BAR CHARTS are useful to use
* when one needs to effectively
display and easily compare

categories of data.

Click on the sitnation you want to explore further.

BAR CH

———~ How do I build it? Summary

Step 1: Collect nominal, ordinal, or yesino

data using a check sheet.
Software Packages Step 2: Listthe categories (usually words
rather than numbers) across the
horizontal scale.

Step 3: Setthe vertical scale to the left by
finding both the largest and
smallest value from the data and
make sure the scale is broad
enough to include both. Divide the
scale into equal intervals., Label
the vertical scale by identifying the
type of measurement reported.

Step 4: Draw the bars for each of the
categories by making the height of
the bars relative to the data value
of that particular category.

el Step 5: Add a descriptive title to the chart
. and include any “legends" that
= ;‘:abm u E::::'::ming show what any different patterns
W Speadshect or colors may represent.
—




BAR CHART
| Interpretation Question

Based on use, which software
package should the company
upgrade first?

Software Packages

WP

Data Base

Spread Sheet

we Graphics

Batabase  Spread
Fhoot
wF W Graphics
M Databaze Pragramming

W Epeadshest
Click on your answer. * Replay

Graphics

BRAINSTORMING
-~ What is it?
BRAINSTORMING is a group technique for

generating original ideas in an uninhibited
atmosphere. The goals are to:

* generate an extensive number of ideas
* involve everyone in the process
*« promote a common understanding

BRAINSTORMING is used to help a team create
as many ideas as possible in as short a time as

possible; the length of the session should be

about 15 minutes.

| s e St e—]

RESULTS:

The team now has * lists of ideas that can be critiqued,
edited for duplications, and ranked
from most important to least
important

+ creative solutions to problems based
on input from all team members




BRAINSTORMING

1= When do I use it?

=

L I el o I Through BRAINSTORMING the
and analyze and evaluate * team can generate new ideas
current processes. and creative solutions to

specific processes and
problems. ldeas and solutions
Generate ideas and gather input can then be critiqued, edited,
prioritized, and rank ordered.

from a group.

Click on the sitnation you want to explore further.

BRAINSTORMING

=

'— When do I use it?

Design an improved process BRAINSTORMING allows a group
and analvze and evaluate or team to work together to

generate ideas. Everyone in the
group is involved in the process at
the same time, so that ideas are

Generate ideas and gather input shared and misunderstandings

| are avoided.
from a group. *

current processes.

Click on the situation you want to explore further.




BRAINSTORMING

——~ How do I build it? Summary
S -1: Choose someone to facilitate
'PROBLEM B e

SORETADH O3 and record ideas.

Step 2: 0On a flipchart or blackboard
write a statement representing
the problem or subject under
discussion.

- Solicit ideas from the group.

Step 3 Each person should take a turn
contributing ideas. Anyone may

pass.
Step 4 Record each idea verbatim. Do
" notinterpret or change ideas
Ste 5: When the team has exhausted
p all ideas the brainstorming
session is over,
Step 6 Reviewr the list for
" comprehension,
Ste ?: Using brackets go through each
p idea asking, "Does this idea
deserve further consideration?"
Step 8 Combine like ideas or ideas that
" are dependent on one another

- ETHTENEEE ZEED QFEL R

Mmoo me

BRAINSTORMING

| Example

A2 Skip




BRAINSTORMING

[ Example
|IFP R() B L E :\.f'[ ' Ireculzle selecting a

wioward Processor

other priorities

no follow through

not committed

unproductive meetings
equipment failures
individuals are overcommitted

MM Mmoo mBE

lack of supervisor support

CAUSE & EFFECT DIAGRAM
e - [
-~ What is it?
A CAUSE & EFFECT DIAGRAM, also called a fishbone
diagram or an Ishikawa diagram, is a chart of
possible causes of a problem. The problem is stated
at the right-hand side of the diagram and diagonal

lines depict the flow of causes toward one problem or
effect.

CAUSE & EFFECT DIAGRAMS help clarify a process
and indicate possible means of improvement. As
categories and subcategories are arranged, its logical

structure often suggests the root cause to the problem. . . .
Subdividing continues until the root cause(s) to the S e
problem is found.

RESULTS:
The team now has + probable causes of a problem

+ help in identifying the root cause of
a problem, not just the symptoms

+ an illustration of the relationship
between possible causes




CAUSE & EFFECT DIAGRAM

P

=

Identify and display all the
possible causes of a problem or
condition.

-

Logically sort out the possible
causes of a problem or condition
and relate them to categories.

=| When do I use it?

The CAUSE & EFFECT DIAGRAM
is a systematic way for a team to
work backwards from the "effect”
to all the possible causes.

By repeatedly asking the question
"why," the team can find more
and more basic causes. The
"fishbone" structure of the
diagram displays the causes in an
easy-to-see manner.

Click on the situation you want to explore further.

o

==

Identify and display all the
possible causes of a problem or
condition.

CAUSE & EFFECT DIAGRAM

When do I use it?

Logically sort out the possible
causes of a problem or condition
and relate them to categories.

e

The CAUSE & EFFECT DIAGRAM
is constructed by thinking through
a problem in a logical and
systematic manner. The team
would start with a set of
categories for the ribs and then
take each rib in turn, listing
possible causes related to that
category.

Click on the situation you want to explore further.
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CAUSE & EFFECT DIAGRAM

Step 1:

PROCEDURES I POLICIES I

TYPIETS MAILRODM 4 HR TURN
PERFORM SEND OUT ARODUND
EDITING BILLE FIRST DN LETTERSE *
AL, L1 Step 2:
PROBLEM I

Step 3:

UNTRAINED |
usE * e
ILLEGIBLE
—_— —
/ HOT DOCUMENT &

ENOUGH St 4
courmenr [ [l peovie | -

Step 5:

——— How do I build it? Summary

State the problem briefly and
place it on the right side of the
page with a box around it.
ldentify the process or task
you want to analyze and ask
the people most familiar with
the process to help construct
the chart.

Virite the main categories in the
boxes at the end of the fish's
rikxs.

Generate potential causes
within each category through
brainstorming and write each
potential cause on the
harizontal fishbones that
intersect the angled ribs.
Continue exploring the chain of
causes by asking "Why?...
Why?... Why?..." until the root
causes have keen determined.
Circle the most significant
causes in the finished diagram
by reaching group consensus.

CAUSE & EFFECT DIAGRAM

| Example

PROCEDURES I POLICIES I

Run over Mo follow-up
People time action

arrive laje Incomplete
Hash over

Ne Agenda
People Poor

leave early % =cheduling

=ame problem
-y

Mo VWhite / guestz
=44 Attendees not

prepared
s s

EQUIPMEHT I PEOPLE I

Unproductive
No coffes, Poor Mectings
no wiager viguals Decision maker
Uninvited not present
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= —— What is it?

A CHECK SHEET is used to determine how often an
event occurs over a designated period of time.

Although the purpose of a CHECK SHEET is to track | 2 3
data and not analyze it, CHECK SHEETS often help al Il

to indicate any patterns or trends that are present. B | M
A CHECK SHEET then can be utilized to help a team

create other display tools such as: Bar Chart, Pie C - |

Chart, Pareto Chart, Scatter Diagram, Run Chart,
and Control Chart.

Click on graphic to hear andio.

e ieraAns—]

RESULTS:

The team now has *  a consistent, organized method to
collect data

CHECK SHEET

& it I

~ — When do I use it?

Record and cumpi[e data. CHECK SHEETS are used when
* there is a need to systematically

record and compile data. CHECK

SHEETS can sometimes be used

to record information that has

already occurred in order to sort

out the data into a more
organized system.

Click on the sitmation you want to explore further.
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Software Reporf —

Word Processing

HE A S el

Data Base

i Hi

$pread Sheet

i i
it it

Graphics

A 1

Programming

i Hit |

applications are used.

Speceal Remarks:
Nomne

Purpose: Ta determeine which software

——~ How do I build it? Summary

Step 1:

Step 2:
Step 3:

Step 4:

Step 5:

Agree on the definition of
the events or conditions
being observed.

Decide who will collect the
data.

Decide over what period of
time the data will be
collected.

Design a check sheet form
that is clear, complete, and
easy to use. In other
words, the data recorder
should not have to make
difficult decisions about
when and where to
“check™ a box on the form.

Collect the data consistently
and accurately.

Software Reporf —

Jrue 1995

Word Processing

A A 29

Data Base

A

Spread Sheet

HE A S
i i

Graphics

i

Programming

i i HH

appliications are used.

Speceal Remarks:
Nowme

Purpose: Ta deterneine wihich software

| Interpretation Question

Which software package is least
being used?

WP

Data Base

Spread Sheet

Programming




CONTROL CHART
- What is it?
A CONTROL CHART monitors the performance and

variation of a process over time. A CONTROL CHART
tells you two things: (1) whether your processis ||| | /\ veL

operating normally and (2) whether a change has
occurred that requires your attention and # -

investigation. A CONTROL CHART cannot tell you s ‘meu

what has changed, or why there has been a change, | | | _______
only that a change has occurred. There are several LCL
different types of CONTROL CHARTS. The type of Reading Over Time

data you have will determine the type of CONTROL
CHART you should use. One of the most commonly

Click on the arrow(s) to see more. p |I

RESULTS:
The team now has *  adisplay of data points and process
variation over time
*  adetermination of whether a process is in
or out of control, signaling you 1o take such
actions as investigating or continue o
monitor the process
*  amonitoring tool; a means of tracking

Click on graphic to hear andio.

CONTROL CHART
= — What s it?
used control chart is the X and R (average and range)
chart.

The difference between a Run Chartand a CONTROL ||| [~~~ =~~~ 7777775 .
CHART is that a CONTROL CHART allows you to see o -

whether the variation of your process is within . [
calculated limits. The X and R control chart is

actually two separate charts always shown together. || | [ """~ LCL
In addition to showing measurements over time, the Reading Over Time
control chart uses a solid, horizontal ling to indicate
the center line: the process average ( X ) and the

Q II Click on the arrow(s) to see more. p II

RESULTS:
The ream now has s adisplay of data points and process
variation over time
* adetermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process
¢ a monitoring rool; a means of tracking

Click on graphic to hear audio.
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CONTROL CHART

= = - -

~—— What is it?
range average { R ). Also included are the Upper
Control Limit (UCL) and the Lower Control Limit
(LCL). These control limits are represented by
dashed, horizontal lines above and belowthe || | | ____________. /\ ucL

process average and range average. They represent
the natural boundaries of the process. ¥

The process mean (X ) is the total sum of each ofthe || | |-l
plotted subgroup means divided by the number of - -
plotted points. This is the center line on the average Reading Over Time
chart.

Click on the arrow(s) to see more. I

RESULTS:
The team now has *  adisplay of data points and process
variation over time
+  aderermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process
* a monitoring rool; a means of tracking

Click on graphic to hear audio.

CONTROL CHART
= — What is it?

The range average (R ) is the total sum of each of
the plotted range values divided by the number of /\

plotted range values. This is the center line on the
range chart. o

Control limits are calculated from the data using a
statistical formula to help establish the natural | | [~ """ """ LCL
boundary for your process. Reading Over Time

Click on graphic to hear audio.

Click on the arrow(s) to see more. I
RESULTS:
The team now has *  adisplay of data points and process

variation over time

s aderermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process

*  a monitoring tool; a means of tracking




Y 1

~—— What is it?

There are two types of variation: Common Cause
{(normal) and Special Cause (out of control). In order /\ el

to help you identify which type of variation your
process has you need to divide your control chart " -

into zones. . ;

Each chart (average and range) contains three equal LCL
zones above the center line and three equal zones Reading Over Time
below the center line.

4 II Click on the arrow(s) te see more. & II

RESULTS:
The ream now has *  adisplay of data points and process
variation over time
*  aderermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue ro
monitor the process
*  a monitoring tool; a means of tracking

Click on graphic to hear audio.

CONTROL CHART
~—— What s it?
Zone A is located closest to the upper and lower
control limits.

=
[¥]
P

Zone C is located directly on either side of the center || | | _______________ A
line.

i
:L:-
|

Zone B is located between Zone A and Zone C. -

>me

Please note: Zones are always the same width above - -
and below the center line. Range chart may not have Reading Over Time
enough space below the center line to draw all three
zones. Only draw the zones that fit the space. Click on graphic to hear audio.

Click on the arrow(s) to see more. I

RESULTS:
The team now has *  adisplay of data points and process
variation over time
*  a derermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process
*  a monitoring tool; a means of tracking
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CONTROL CHART
= —'What is it?

When a process is in control, the data points vary
randomly above and below the center line and /\

within the upper and lower contrel limits. Your
process is considered “out of control” when a data o -
point falls beyond the control limits or displays a . [
nonrandom pattern of behavior. This tells you that a

special cause is making the process vary beyond || | [~ °TTTTTTTTTTTTTUC LCL
what is normal and that you need to investigate and Reading Over Time
make adjustments to your process.

Click on the arrow(s) to see more. I

RESULTS:
The team now has *  adisplay of data points and process
variation over time
*  adetermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process
*  a monitoring tool; a means of tracking

Click on graphic to hear audio.

CONTROL CHART

= — What is it?

Nonrandom patterns:

Run - 7 of 7, 10 of 11, or 12 of 14 points on one side of hel
the center lipne | [T /\

. . . . e 2, X
Trend - 7 or more consecutive points which continue . J
to riseor falt 4
LCL

Swing - 2 of 3, 3 of 7, 4 of 10 points that move from Reading Over Time
Zone A on one side of the center line to Zone A on

the opposite side of the center line

Click on the arrow(s) to see more. I

RESULTS:
The team now has *  adisplay of data points and process
variation over time
*  a derermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process
*  a monitoring tool; a means of tracking

Click on graphic to hear andio.




=—— What is it?

Outer Hug - 2 of 3, 3 of 7, 4 of 10 points that are

located in either ZoneAs | o ucL
Inner Hug - 14 points in a row or almost all of the " - —
. c - Hd
data points are located on either side of the center . [
line within both Zone C's
LCL
Cycle - consistent pattern of repeated points over a Reading Over Time
period of time
Click on graphic to hear andio.
4 |I Click on the arrow(s) to see more. b |I
RESULTS:
The team now has *  adisplay of data points and process

variation over time

*  adetermination of whether a process is in
or out of control, signaling you to take such
actions as investigating or continue 1o
monitor the process

* & monitoring tool; a means of tracking

CONTROL CHART
= — What is it?

A process which is identified as out of control is not
said to be “wrong” or “bad.” It is just an indication /{\ el

that the process has changed. ||| [T

Reading Over Time

Click on graphic to hear audio.

Q |I Click on the arrow(s) to see more.

RESULTS:
The ream now has *  adisplay of data points and process
variation over time
*  aderermination of whether a process is in
or out of control, signaling you to take such
acrtions as investigating or continue to
monitor the process
* A monitoring tool; a means of tracking




CONTROL CHART

-

'~ When do I use it?

See whether a process is in A CONTROL CHART allows you to
statistical control. see at a glance whether a process
is in control (common cause

variation) or out of control (special
cause variation). It is important to
Determine where to begin understand which type of

process improvement. variation your process has in
order to make effective changes

to your process.

Click on the situation you want to explore further.

7

CONTROL CHART

= *

— —| When do I use it?
See whether a process is in Process improvement should only
statistical control. be applied to processes that are

in statistical control, that is they
are repeatable and predictable.

Determine where to begin QOut of control processes need to
process improvement. he investigated and_ brought back
into control before improvement

efforts are made.

Click on the sitnation you want to explore further.




CONTROL CHART
——~ How do I build it? Summary

f ™y

Control Chart

SCALE
0% . _ _ {ucL)
20% \ A ya (X)
V 1" ¢
0Yh_____® (LCL)
0% — | |||
1 2345678
DURATION

—

Step 1: Collect equal size subgroup
sample interval data.

Step 2: From each subgroup, calculate
subgroup mean (X) and the range
(R).

Slep J3: Calculate the center line for each
chart: the mean of all the X for the
average chart [X); and the mean
for all the ranges ﬁ) for the range
chart (R).

Step 4: Calculate the control limits for the
charts.

S'Iep 5: On a graph, consider the y-axis to
be the scale and the x-axis to be
time (duration of the process).

Step 6: Plotand label the center line and
control limits for each chart.

Step 7: Plot each subgroup mean X} on
the average chart and plot each
range value on the range chart.
Connect each plotted point.

S'Iep 8: Look for points beyond the
control limits and for any
nonrandom patterns.

CONTROL CHART
| Interpretation Question

r ™
AveraEe Chart
B ————————— ———— e —— {ucL)
5 ’_/\
g a4 /\ X
3 3
- =
2 {LCL)
1
oL |
13 14 15 16 17 18 19 2021 22 73 24
Month
RanEeChart
Bl
g :_ ————————————————— —{UcCL}
1 %W&vn“_ﬁ
o__. - | A I |
13 14 15 16 17 18 19 2021 22 73 24
Month

Click on your answer.

This control chart shows
which pattern of nonrandom
variation?

Run

Trend

Swing
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DECISION MATRIX
— What is it?
A DECISION MATRIX is a type of prioritization
matrix. It is an evaluation tool that helps you

rate the relative impact or importance of various
alternatives.

Click on graphic to hear andio.

RESULTS:

The team now has *  narrower lists of issues

* a method for comparing options using
weighted criteria

DECISION MATRIX

When do I use it?
Evaluate the impact or |

Sty gl e
=] ==

. . . I A DECISION MATRIX helps you
I IIRILEE LTS P * organize a list of criteria and
rank or prioritize them based
on a scale. By adding up the
total scores, you can easily see
Quantify group input. your best option or solution
presented in numerical form.

Click on the situation you want to explore further.




DECISION MATRIX

— | When do I use it?

Evaluate the impactor The DECISION MATRIX requires
importance of various options. the group to assign weighted
rankings to alternatives. This
helps to prioritize the criteria

1 used for evaluation.

Quantify group input.

Click on the situation you want to explore further.

DECISION MATRIX

——~ How do I build it? Summary

Step 1: Using a grid format, list the
’ decision criteria down the first
column. For example, you may
[ A B C D E F use Quality, Cost, People, and
SOEOTIZHS Customer Satisfaction.
Step 2: List three to six brainstorming
ideas, possible solutions, etc.,

2 1 3 4 1 5 across the first row.

Step 3: Establish a rating scale.

1 2 1 2 2 2 Step 4: Theteam should decide if the

criteria can be treated equally, or]
if they can be weighted relative tq
each other. Weighting factors

QUALITY

COsT

1 2 3 2 1 4 range from 0.5 to 2.0.
EErE Step 5: The team should discuss each
idea | possible solution against
. 2 2 3 1 4 2 each decision criterion. Then

place the consensus rating in
the appropriate box.
Step 6 Total the scores for each

Fatizfactic
S 6 ? 10 9 8 13 idea/possible solution. The
idea/possible solution with the

Scale: 5=High and 1=Low highest score can be the
candidate for priority.
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| Interpretation Question

’ Which package was

lity Best
e | eee | Tyme selected by the team?

SOLUTIOHS

2 5 3 TypeFast

QUALITY

$ 3 4 1

cost Quality Type

. AR

FEOQFLE

BestType
C: y N1 5 3

Fakizfaction Scale: 1=low
S=high

TOTAL | 8 16 9

Click on your answer. * Replay

FLOWCHART
== What is it?

A FLOWCHART is a diagramming tool that is used to
trace the steps of an individual process (unlike

Process Maps which list cross-functional processes) Q
from start to finish. Different symbols, such as e
rectangles, ovals, and diamonds, indicate each - -J

activity as the process moves from the initial input
stage to the final output stage of the process.

FLOWCHARTS allow you to map out a current process
and help you to become aware of all the tasks, inputs,
outputs, and decisions in a process.

Click on graphic to hear audio.

Completed FLOWCHARTS can be helpful in finding
the root causes of problems.
o iessasssssrensececssm—m|
RESULTS:
The team now has * a map of the current process or
improved process
*  an awareness of all the tasks, inputs,
outputs, and decisions in a process

*  an opporiunity to examine where
re-work or breakdowns may be

oCcurring
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FLOWCHART

=

=] When do I use it?

=
Clarify the actual path and A FLOWCHART is almost always

steps performed in a process. I* constructed at the start of a
process improvement cycle in

order to understand the process
under investigation exactly as it
is.

Identify the places in a process
where improvements can be
made.

Click on the situation you want to explore further.

FLOWCHART

i When do I use it?

. =k

=|I=5

Clarify the actual path and A FLOWCHART constructed

steps performed in a process. honestly, \r.mh the p_artl[:lpatmn of
everyone involved in the process,

will almost always reveal areas

for possible improvement.

Identlf%v e Until the whole process is laid out
where improvements can be * in the FLOWCHART, areas of
made. improvement may be hidden from
view, and the people involved in
the process unaware that they
exist.

Click on the situation you want to explore further.
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FLOWCHART

PROCESS:

¥
FRIHT PREPARE
REGUEST A Y DOCUMENT
FOR PRINTING
¥
g Ml Apo
o ON PAPER
i —tres
— el CALL FOR
SERVICE
+ yes

TAKE

DOCUMENT (SN nOCUHERT
FROM FRINTED

MACHINE

*

LW ﬁ "

——— How do I build it? Summary

Step -1 : Identify the process or task
you want to analyze and ask
the people most familiar with
the process to help
construct the chart.

Step 2: ldentify the beginning and
end points of the work flow
at either end of the drawing
area and circle them.

Step 3+ Identify necessary inputs to
the process and the process
outputs.

Step 4: Identify and sequence the steps
taken to carry out the work
flow. Use a rectangle to indicate
atask or an action step. Usea
diamond to indicate a decision
point. Diamonds will have more
than one arrow coming from
them.

Step 5: Use arrows to indicate the flow
of work from one activity to the
next. Typically, one arrow
comes from a task or an action
step.

FLOWCHART

Prepare
document

For printing

Call for

Service

document
from printer

| Interpretation Question

After adding paper to the
printer, what task would you
do next?

Call for service.

Select the "Print” option.

Take the document out of the
printer.

VOUr answer. * Replay
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FORCE FIELD ANALYSIS

= — What is it?

FORCE FIELD ANALYSIS is a technigue that

identifies those forces that both help (drive) and CUERENT STATLTS : S—
hinder (restrain) the solution of a problem. It can Drriving Besiraining
be useful for identifying potential solutions, and Forces Forces

in defining important issues to address in an Lruiuje —) (— poapfaiss
implementation plan. In traditional FORCE FIELD _supTens _> <_ covuge Tenrnl
ANALYSIS, "restraining forces” hinder change o ,‘”',_> & spr
while "driving forces” move a situation toward shenlaLel sheniaLel
change. If the restraining forces are more wnny =y | €=
powerful, change will not occur until those forces

have been modified.

Click on graphic to hear audio.

RESULTS:
The team now has *  a visual framework for examining
opposing forces
*  a basis for planning and effectively
implementing change

FORCE FIELD ANALYSIS

=

e .
Z357 =00
=~ —| When do I use it?
See the big picture. I A FORCE FIELD ANALYSIS can
* help you define important
issues and allows you to

consider factors that are hard to
quantify.

Identify potential obstacles to
improvement.

Click on the situation you want to explore further.




FORCE FIELD ANALYSIS

-

=

Q " When do I use it?

See the big picture.

improvement.

Identify potential obstacles to

A FORCE FIELD ANALYSIS can
help identify potential obstacles
to improvement and their

solutions.

Click on the situation you want to explore further.

FORCE FIELD ANALYSIS

(CURRENT STATUS:

DRIVING FORCES

T SOvIT) OV RIRSETIOT JOReE
ap Dot yowes. Xxiil e Tz

TUEEEIT STRTUS
Apous o mRoT. e Saew T
uelliiz of Tz eece el Lefal

iz e TAmmn PooyEsT ovd
1. Do oz dopes Tl

oy

PopBap zoqm oz vkl

RESTRAINING FORC

INuuBan zoqm ovzulen 7
PooEe T Apwo T

woad povilomz o teoT o iz Baoe
RSO

Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

—

——— How do I build it? Summary

Start with a root cause and call this
the current status.

Draw a vertical line down the
middle of the page and label the
left side "Driving Forces" and the
right side "Restraining Forces."
Identify the forces that are moving
toward implementing the solution
and list them under "Driving
Forces." Draw arrows pointing to
the vertical line.

Identify the forces that are
keeping you from implementing
your solution and list them under
"Restraining Forces." Draw
arrows pointing to the vertical line.
WWhen all driving forces have been
identified, determine (a) how
many restraining forces each
driving force affects, and (b)
whether the improvement is
within your control. If it's within
your control, test it as the best
improvement.




FORCE FIELD ANALYSIS
| Interpretation Question

p N Which driving force do you
CURRENT STATUS: People don't want think was identified by the team
to switch to new

bei .
software. as ing hEYﬂlld their control?
DRIVING FORCES RESTRAIMING FORCES

Provide training
promote features of | like what I'm using
new software now

fom—=u

Provide facts and data
upgrade incompatible compatible with

through a PR campaign
hardware existing hardware 9 paig
provide training already trained on old Upgrade incompatible
—
[BSOREEAE hardware

provide facts through heard that it's difficult
PF. campaign to use

—

Click on your answer. * Replay

GANTT CHART
e * @
“~— What is it?
A GANTT CHART is a diagram that documents the
schedule, events, activities, and responsibilities
necessary to complete a project or implement a

group’s proposed solution. The GANTT CHART can JTEMAM
also allow a group to document the assumptions

WHAT WHO WHEHM

Al sue | —
underlying their implementation plan. Based on B | Lynn
contingency plans in case the deadlines fo c foncaml
¢ gency p p | FRED | —
implementation plan are not met.

Click on graphic to hear andio.

Click on the arrow(s) to see more. I

RESULTS:
The team now has .

a way to break the implementation
plan into achievable steps

a method to assign responsibility for
each step to a group member

* a method to track how long each task
will take




GANTT CHART

— [ .
=.— What is it?
The GANTT CHART will have three sections to it.
The first section will list the tasks to be completed.
The second section will list the people responsible WHAT WHO WHEN
for each of the tasks. The third section will show the JFMAM
date each task is to be completed by.

Click on graphic to hear audio.

Click on the arrow(s) to see more.

e TV —|
RESULTS:

The team now has .

a way to break the implementation
plan into achievable steps

a method to assign responsibility for
each step to a group member

a method to track how long each task
will take

GANTT CHART

= — When do I use it?

Document the steps.

A GANTT CHART can be used to
* document the steps needed,

person(s) responsible, and
deadlines to be met in order to
fully implement a solution or
complete a project.

Click on the sitnation you want to explore further.




Step 1:

Step 2:
Step 3:

Step 4:
Step 5:

Step 6:

Step 7:

Step 8:

——~ How do I build it? Summary

Set up the Gantt Chart into three
columns and several rows.

Label the first column "Task."
Label the second column "Who."

Label the third column "When."

Break the implementation plan or
project into achievable tasks and
list the tasks in the rows of the
first column.

Assign responsibility for each
task to a group member(s) and
place their name(s) in the second
column on the same line with that
task.

Decide how long each task will
take and set a realistic
completion date.

Document the assumptions on
which the plan is based, and the
contingency plans to implement if
those assumptions are not valid.

| Interpretation Question

Who is responsible for loading
the software?

Click on your answer.
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~~— What is it?

A HISTOGRAM is a picture of the variation in a process
or process characteristic such as time, temperature,
length, etc. It gives you an understanding of the data
as a whole. It converts unorganized sets of data into a
coherent picture.

[
1]
E=]
r—
=
=
=

of Occurrences

The HISTOGRAM is based on the principle that u.l.-l

repeated measurements tend to cluster around Ranges
central value and to taper off symmetrically on both

sides.
Click on the arrow(s) to see more. I

RESULTS:
The team now has + evidence of the need for a problem
solving or guality improvement team

Click on graphic.

* demonstrations of the variability of
the data

=— What is it?

After data is plotted on the graph, the shape of the
curve formed by the tops of the HISTOGRAM's bars
shows the pattern, or "distribution” of the process
data. Bell shaped curves signify what is called
normal distribution of data. There are some process
or data sets that do not have naturally normal
distributions. Instead, the data is piled up on one

]
-]
[ X]
e
g5
=
ES
=
=
=]
=
=]

end or the other. This is called a skewed Ranges
distribution.
on graphic.
Click on the arrow(s) to see more. l
RESULTS:
The team now has + evidence of the need for a problem

solving or quality improvement team

+ demonstrations of the variability of
the data




Y

= — What is it?

A HISTOGRAM will tell you if your process is aligned
with your target. This is done by checking to see if
the curve peaks on the target value. If it's off target
you would want to investigate further.

Humber

of Occurrences

Variation is common to all processes. You can see
how much your process is varying by checking the

difference between the largest and smallest Ranges
measurements on the HISTOGRAM. This is defined
as the range.

Click on graphic.

Click on the arrow(s) to see more. I

RESULTS:

The team now has + evidence of the need for a problem
solving or guality improvement team

+ demonstrations of the variability of
the data

=— What is it?

The mode is the most frequently observed
value, class, interval, grouping, or data point.

The median is the midpoint in a distribution of
scale. This is the point above and below which
50 percent of the data falls.

]
-]
[
=
B3
=
ES
=
=
=]
=
=]

Add markings of the measures of central tendency to Ranges
the HISTOGRAM. Be especially suspicious of your
data if the tallest bar in your HISTOGRAM occurs on

Click on the arrow(s) to see more. l

RESULTS:
The team now has + evidence of the need for a problem
solving or quality improvement team

ck on graphic.

+ demonstrations of the variability of
the data




= — What is it?

the far left (positively skewed) or far right (negatively
skewed).

A HISTOGRAM makes it possible to see at a glance if
the range extends past your limits. If it does, this

indicates that defective work is being produced. =1
s il -y

Ranges

CCUlrences

-
=]
=
=
2

Click on graphic.

Click on the arrow(s) to see more.

RESULTS:
The team now has + evidence of the need for a problem
solving or guality improvement team

+ demonstrations of the variability of
the data

o

HISTOGRAM

) — .
'~ — When do I use it?
Discover and djsp]a_y the A HISTOGRAM takes a list, or
distribution of data into table, uf_data_ points and arranges
. those points into categories. By
categories. looking at the shape formed by

the tops of the bars, you geta

- - snapshot view of the shape of the
S Do el Lisiaeinn data distribution and variability of

within specification limits. the data set.

Show the comparative
frequency of measurements in a
way that is easy to see.

Click on the situation you want to explore further.




Ye

HISTOGRAM

P

=

Discover and display the
distribution of data into
categories.

See if a process is on target and
within specification limits.

=

Show the comparative
frequency of measurements in a
way that is easy to see.

~ | When do I use it?

The shape formed by the tops of a
HISTOGRAM's bars often gives an
indication whether or not a
process is on target. A process
that is centered around the target
value is said to be on target. You
can check to see if the process is
within specifications by drawing
in the specification limits on the
HISTOGRAM and observing the
distribution.

Click on the situation you want to explore further.

P

=L
=I5

HISTOGRAM

When do I use it?

Discover and display the
distribution of data into
categories.

See if a process is on target and
within specification limits.

Show the comparative
frequency of measurements in a
way that is easy to see.

The HISTOGRAM is constructed
so that the more frequent
measurements have the tallest
bars. It is easier to see which
measurements are most
frequently occuring by looking at
a HISTOGRAM rather than a table
of data.

Click on the situation you want to explore further.
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HISTOGRAM

——— How do I build it? Summary

Step 1: Collectinterval data based on the
r Ny critical measurement you are
L. p trying to assess.

Histo gram Step 2: Identify the difference between
the smallest and largest data
points (range). Decide the
number of bars (cells) your
Histogram will have (6-10) and
divide the range by the number of
bars (cells).

step 3: Decide on the scale for the
vertical axis.

Step 4: Draw each bar in place.

Step 5: Calculate the measures of central
tendency: average, mode, and
median.

Step 6: Addthe central tendency
1-3 46 7-9 10-12 13-158 markings and specification limits

to the Histogram.

Step 7: Look at the pattern of the bars.
Determine if the pattern indicates

5 ‘ a normal, skewed, or other

distribution.

HISTOGRAM

L~ | Interpretation Question
- ~ | This histogram shows
Histosram which type of pattern?

15 skewed

normal

bimodal

1-3 4-6 7-9 1012 13-15
X
e ———————

Click on your answer. * Replay
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PARETO CHART
E— & ]
~—— What is it?
EE
A PARETO CHART is a vertical bar graph that
displays categories of problems or causes in order
of relative frequency. It is used to prioritize problem

causes in order to separate the "vital few"” from the
“trivial many.”

Click on graphic to hear andio.
L e P —

RESULTS:
The team now has * categorization of data to identify

improvement opportunities
* ranking of improvement
opportunities to help set objectives
+ focus on the 20 percent of the
problems that may be causing 80
percent of the defects or costs (80/20 rule)

PARETO CHART

== When do I use it?

Decide what to work on first. I When a process seems to have so

many problems or problem
causes that it is not clear where
to start to make improvements, a
PARETO CHART can be a big

Display the relative importance TE
of each problem, or cause, by By working with the problems or
frequency, cost, or time. causes that get the tallest bars on

the chart, you can be sure that
you are attacking the most
frequent, or possibly costliest,
problems.

Click on the situation you want to explore further.




PARETO CHART

I ga— .
e ¢
| When do I use it?
Decide what to work on first. PARETO CHARTS can be
constructed by frequency of
problems or causes, by the cost

of the problems or causes, or by
the time associated with each

c =< problem or cause. It is usually
e helpful to do more than one
of each problem, or cause, by * analysis.

frequency, cost, or time.

Click on the situation yom want to explore farther.

PARETO CHART

——— How do I build it? Summary

S'Iep 1: Collect data, total the results, and

f" N ™y arrange the totals in descending
Pareto Chart e
. Step 2: Listthe categories across the
Cause of Mail Returns P 2 pottom of the chart from left fo

right (largest to smallest).

_100% Siep 3 L.jbel the Ieft side of the chart
with the unit of frequency.
Step 4: Draw in the bars by category,
from left to right. The height of
- T5% each bar is determined by the
corresponding value on the left
3 vertical axis.
— 50% Step 5: Place a dot at the upper right
point of the bar of the cumulative
259, Peroenl. Then go to the upper
- right corner of the second bar
and place a dot at the number
0%, equal to the sum of the first and
° second bars.

Step 6: Title the graph.

e Step 7: Analyze the chart by seeing
which bar is the tallest.

4] -
Cath CatB Cat G CatD CatE CatF




PARETO CHART

| Interpretation Question
Based on this Pareto Chart,

Pareto Chart h which problem could you focus
on solving first?

Cause of Mail Returns

2000_ 86% 100% Missing address labels
1500_ — 75%
o Wrong addresses
5
1000 ., b
(532}
- 259 .
300 e % Insufficient postage
(343}
; {220)
o0& L 0%
CathA CatB CatC CatD CatE
A- Mo address label DO- Mo such zip code
B- Mo such address E- Insufficient postage

C- Mo such person

—

Click on your answer. * Replay

PIE CHART

—= ] ]

5— What is it?
A PIE CHART is a visual display that shows the
relationship of how each category contributes to
the whole. PIE CHARTS are simple graphs in
which the entire circle represents the complete
data set (100%). The circle is divided into
percentage "slices.” Each slice represents one of
the categories of data. The size of the slice is the

proportional percentage of that category out of
100%.

Click on graphic to hear audio.

O e ]
RESULTS:

The team now has +* a way to show the relationship of
each part of the whole




PIE CHART

.-

1= When do I use it?

Easily compare categories. PIE CHARTS are useful to use
* when one needs to effectively
display and easily interpret the
relationship of each category to
not only the whole but to each

other.

Click on the situation you want to explore further.

——— How do I build it? Summary

Step 1: Determine the frequency of

- each category.
1994 Breakdown o_f New Hires Step 2: Determine the percentage of
by Function each category by dividing the

frequency of each category by
the total sum of all categories.

Step 3. Divide the pie (circle) into
"slices" representing each
category The size of the "slice™
is proportionate to each
category's percentage of the
whole.

Step 4: Shade each slice to help
distinguish the different
categories.

Step 5- Label everything clearly and
include a legend to help further
clarify the chart.

Step §: Add a descriptive title to the

chart.

W 20%

010%

045%

[ Sales
H Service

[ Production
B Admin.




| Interpretation Question
Which type of position was
filled the most in 1994 by the
company?

1994 Breakdown of New Hires
by Function

Service
W 20% 010%
Production
Sales
0O045%

[ sales

W Service Admin

[ Production

I Admin.

Click on your answer. * Replay

PROCESS MAP

= — What is it?

PROCESS MAPPING, also known as " Systems Chart”,

is a technigue for examining a process to determine Functions Sequence of Activities
where and why major breakdowns occur. It provides

you with a picture of the actual steps in a process. Ehenia
PROCESS MAPPING is the first step taken prior to e

evaluating a process and designing an improved e [
one. Once the current process is understood, puieten: Z
PROCESS MAPPING can also be used to map out a = -
new, improved process. e L1

PROCESS MAPS differ from Flowcharts as they are
used to show cross-functional processes, such as a
new account process — which requires input from
Marketing, Credit Policy, Systems, Operations, and
so on. By comparison, Flowcharts are used to

diagram steps within a function or a specific process.
e seiieraemmmm—

RESULTS:

The team now has + a graphic depiction of key business
processes within an organizational
system indicating major inputs,
outputs, and individuals or
departments involved

Click on graphic to hear andio.




PROCESS MAP

== When do I use it?

Document how a process works. | PROCESS MAPPING forces you
to document all steps of a

business process. It allows you

to get a clear understanding of

how the business process

Examine a process to determine works.

where and why major break-

downs and/or re-work occar.

Click on the situation you want to explore further.

PROCESS MAP

vt — | .

2o

-~ | When do I use it?
Document how a process works. PROCESS MAPPING uncovers
specific problems in the
process, such as redundancy
and re-work, so that selected
1 improvements can be
Examine a process to determine effectively targeted.

where and why major break-

downs and/or re-work occar.

Click on the sitnation you want to explore further.




PROCESS MAP

——~ How do I build it? Summary

Step 1 Identify a "key business

process."

Kev Process Step 2: Identify the major functions

. ek involved in the process and list

Funetions Sequence OF Activities them down the left side of the
page.

Step 3: List the starting activity on the
far left =ide of the map next to
its corresponding function. As
you move right, enter the
activities associated with each
function.

Step 4: Connect the activites with an
arrow from the supplier to the
immediate customer. Arrows
may go in both directions,
indicating interaction between
two functions related to the

same activity.

Step 5: Analyze the final diagram for
redundancies, rework andf/or
disconnects in the process.

These are the items on which

you will focus your efforts.

Team 1

Team 2

Team 3

Team 4

Team 5

PROCESS MAP

| Interpretation Question

Based on this Process Map, why
Tasks do you think that reports were
delivered to the CEO late?

Too many departments are
involved in the process

The current process is
missing some key tasks

Reports needed to be edited
many times because of errors

Click on your answer. * Replay
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= — What is it?

Also called a "plotted line chart,” the RUN CHART is
used to track process performance over time.

By recording the data points in the order in which
they occur, RUN CHARTS provide pictorial
information about changes in a process.

Meazurement

Time or Sequence ’

Click on graphic to hear audio.

RESULTS:
The team now has + a display of observation points over a
specified period of time

RUN CHART

i

= | When do I use it?
Establish a baseline for A RUN CHART allows you to

improvement. compare the historical
performance of a process with the
improved performance.

See what is happening in a
process.

Analyze the effects of change
vou have made to a process.

Click on the situation you want to explore further.




RUN CHART

s

~ When do I use it?

Establish a baseline for By tracking consecutive
measurements of various process
outputs on a RUN CHART, you get
a picture of how those outputs
vary over time.

Improvement.

See what is happening in a

process. *

Analyze the effects of change
vou have made to a process.

Click on the situation you want to explore further.

RUN CHART

i

| When do I use it?

Establish a baseline for When making changes to a
improvement. process, it is important to observe
and understand how the output
has been affected by the changes
you have made. Using "before”
and "after” RUN CHARTS is a
good way to do this.

See what is happening in a
process.

Analyze the effects of change

vou have made to a process. *

Click on the situation you want to explore further.
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RUN CHART

f ) step 2
. ep 2:
Run Chart P

% Late Step 3:
90 —
85 .

30— Step 4:
75
70—

65 Step 5:

eo—| | | || |||}

123456789 10| StepE:

Week Step 7:

Step 8:

——— How do I build it? Summary

Decide what to measure.

Establish a timeframe of
measurement.

Draw the vertical axis on the
left, which represents
measured values. On the axis,
indicate the number of
expected occurrences; draw
the scale accordingly.

Draw the horizontal axis at the
base, which represents time or
sequence. Indicate time
limits across the bottom.

Plot each ordinal or interval
data point on the chart as it
OCCUrs.

Connect the data points.

Label and display the chart.
Analyze the chart.

RUN CHART

| Example

y Ty

Run Chart

% Late

o0

85 1

80 L

75 1

70 L

65—

eo4 | | |||
123456789 10

Week
—
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=— What is it?

A SCATTER DIAGRAM is a graphic display illustrating
what happens to one variable when another variable

changes. Scatter Diagrams are also used to test for
possible cause and effect relationships. It cannot .

a ¥
prove that one variable causes the other, but it does E . s 2"
make it clear whether a relationship exists and the = e 8! ot .
strength of that relationship. E ®

A SCATTER DIAGRAM is set up on a graph where the -
horizontal axis is X and the vertical axis is Y. Points Variable 1
are plotted on the graph using measurement values
for two different variables. The plotted points on the
graph form a pattern and it's this pattern that gives you
a clue to the relationship of the variables.

RESULTS:
The team now has * a way to analyze the data

Click on graphic to hear audio.

* a3 way to validate suspected
relationships

* assistance in verifying the root
cause

SCATTER DIAGRAM

=

‘: :r: T &
— ' When do I use it?
Display what happens to one Variables in processes are often

variable when another variable * ;'ELE_’I_?_};E g;;gg:ﬁ";ﬁszg'iu
changes.

make it clear whether any
correlations between variables
Test a theory that two variables Ik

are related.

See whether a variable can be
affected indirectly by controlling
another variable.

Click on the situation you want to explore forther.




SCATTER DIAGRAM

=

~—| When do I use it?

D‘isp]ay what I]_appens to one If you believe two variables are
correlated, you can use a
SCATTER DIAGRAM to test your
theory. By plotting your data, you
can see if any correlation patterns

Test a theory that two variables emerge.

are related. *

See whether a variable can be
affected indirectly by controlling

another variable.

variable when another variable
changes.

Click on the situation you want to explore further.

SCATTER DIAGRAM

-

' When do I use it?

Display what happens to one Some variables are difficult to
control directly. In such cases,
you should look for another

variable when another variable

changes. variable that is easier to control
and that, in turn, affects the

Test a theory that two variables variable you need.

are related.

See whether a variable can be
affected indirectly by controlling *

another variable.

Click on the situation you want to explore further.




SCATTER DIAGRAM

—~— How do I build it? Summary

Step 1: Collect paired samples of
ordinal or interval data
relationships and record
them.

Step 2: Draw the horizontal and
vertical axes of a graph.

y ™

—— ® Step 3: Label the variable you

. suspect as the independent
e @ variable on the horizontal
@ axis and the variable you
- e suspect as the dependent
* variable on the vertical
-T- axis.

i i i i i i Step 4: Plot the data on the graph.

Dependent

Step 5: Look for positive, negative,

Independent or no relationship patterns.

—

SCATTER DIAGRAM

| Interpretation Question

’ W The scatter diagram shows
Market which one of the following
Share % patterns?

80
bl positive pattern
70 .
L ]
60 A negative pattern
50 o
no relationship between the
40 two variables
423210 14243 44 +5 +6 +7
Price Disadvantaze Against
Competitor
—

Click on your answer. * Replay
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"THREE ACTUAL" RULE
=— What is it?

The "THREE ACTUAL" RULE is a guideline for
verifying that decisions are based on facts.

Click on graphic to hear andio.

RESULTS:
The team now has +  a reality test

"THREE ACTUAL" RULE

=~ When do I use it?

rl

Understand the problem before | The "THREE ACTUAL" RULE

requires you to collect data from
the right sources before trying to
solve a problem.

going forward.

Track the real effect that an
improvement is having.

Click on the situation vou want to explore further.




"THREE ACTUAL" RULE

~—| When do I use it?

Understand the problem before By using the "THREE ACTUAL"
RULE, you will validate your
understanding of the effect that a
change is having on the initial
problem.

going forward.

Track the real effect that an

improvement is having. I*

Click on the situation you want to explore further.

"THREE ACTUAL" RULE
~=~ How do I build it?

Step 1: Go to the actual place.

Step 2: See the actual problem.

Step 3: Talk to the actual people
involved and get the
facts.
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WEIGHTED VOTING

= — What is it?

[ e (WO iNe: is a way to qualify the positions
and preferences of the group members usually after
; p . - A B o
a brainstorming session. The group is given a
number of votes which they can distribute among MDoarﬂ 1 (2) ? é]l &: Pool
various options. There are no decision factors or Toml = 1117 11 (B Hike
criteria used and there is no discussion or effort to cuela 11 [o|C: Beach
reach agreement on a single number. It gives the Joel T [T [ 1 [ 3 |D: Mavies
group information about where individual members
stand and how strong their opinions are. This
information will help make it easier for opposing
viewpoints to surface. Click on graphic to hear audio.
Click on the arrow(s) to see more. I
RESULTS:
The team now has L] a better understanding of the personal

opinions about each item
. a shorter list for further evaluation

== What is it?

Consensus can't be reached without dealing with
those viewpoints. Often, based on the discussion, the

list can be narrowed to a more manageable few a B C D
items (usually three to five). Dad) 1 1212 |1 [4.
( . ) Mom{ T [0 114 g..g_c.km
Tom[ 3 [ 1 [ 1 [ 1|7 M*e
cuel a | 1] 1 | o|C:Beach
Joel 1 11 [ 3 |0 Movies

Click on graphic to hear andio.

4 II Click on the arrow(s) to see more.

[ N VSN
RESULTS:
The rteam now has . a berrer understanding of the personal

opinions about each item
. a shorter list for further evaluation




WEIGHTED VOTING

-

| When do I use it?

Allow a group to cooperatively I WEIGHTED VOTING is useful for
prioritize items. * "taking the temperature” of the
group as it is working towards

reaching consensus on the
options. Everyone has an
Reduce a larger list to a smaller equal opportunity to participate
Kst. and express their opinions
regarding each item.

Click on the situation you want to explore further.

WEIGHTED VOTING

2| it &

— | When do I use it?

Allow a group to cooperatively WEIGHTED VOTING allows team
members to take a long list of
ideas generated (i.e., a
brainstormed list) and then
possibly narrow the list down by

- voting on each item. WEIGHTED
l.ieduce R | VOTNG does not make decisions,
list. * however, it provides a way for
team members to express their
preferences. Once the discussion
has taken place, the team may feel
that certain items no longer need
to be considered. These items are
then removed from the list.

prioritize items.

Click on the situation you want to explore further.




WEIGHTED VOTING

——~ How do I build it? Summary

+ Setup a grid — group members"
4 ™y Step 1: names on the rows and the
options (usually lettered A to Z,
for convenience) at the column

A B Cc D E e
Step 2: Give each member a number of
Jim 1 2 1 3 1 votes to distribute according to
their preferences. As a rule of
. thumb, the number of votes each
Alice 1 3 1 2 1 member gets should be 1.5
times the number of options.
Jack y) 2 1 2 1 Have the group members decide

how they will spread out their
i votes before any votes are
Marilyn 1 2 2 1 2 recorded on the grid.
Step 3 Record the members' votes on
" the grid by option, not by
person.
Step 4 Review the results and reach
" consensus if the list needs to
be narrowed down further.

\ NOTE. A Decision Matrix may be used if
the list needs to be narrowed down

Bob 1 3 1 3 0

WEIGHTED VOTING

| Interpretation Question

-~ ~,| Which problem was identified
as being potentially the most
important?

A B < D E ¥ & H I J 0¥
Jim fetalal2|3] <] e|1]2]1]: Fleitle
Alice |zl2]+|3]2]4l4]1]|2]1]:
Problem B
Jack |a|afls 3|z |2]2]|1]¢

Marilyn | |4z 4]2]¢al1]1]1]3

Problem C

Bob |s|3]:|2]|3|s]a]1]2]2]¢

Click on your answer.  Replay




