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Brainstorming
Affinity Diagram
An affinity diagram is a visual tool used for Add your brainstormed ideas here
organizing ideas or information generated during Your ideas Your ideas
here
brainstorming sessions. It helps teams make sense S Your ideas Yourideas

here
here

of large amounts of unstructured information by

grouping related ideas together and identifying

patterns and themes. Group your ideashere
Group 1 Group 2— Group 3 _
W h e n to U S e 9 VIR Your idea Your idea Your idea

here

here here here

Grouping and categorizing ideas.

Making sense of complex information. Youridea

here

Generating insights from a brainstorming session.

Resolving issues collaboratively.

Organlzmg unstructured data.
Improving processes through team input.

How to Use ©®

@ Gather ideas: Write down ideas or opinions related to a specific topic or problem on
separate cards or sticky notes.

e Sort similar ones: Stick the notes on a board, moving similar ones close to each other.

@ Label groups: Write a descriptive label or heading for each group that captures the
overarching theme that ties those ideas together.

O Analyze and refine: Analyze the relationships and patterns that emerge.

© Discuss and prioritize: Discuss about the identified groups and their contents to
develop strategies, solutions, or action plans based on them.

Creately Resources

@ Affinity Diagram Tool @ Guide to Affinity Diagrams ) Affinity Diagram Templates
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Brainstorming

Decision Tree

A decision tree template is a visual aid that helps
you make decisions by breaking down a complex

problem into smaller, more manageable steps. The
template typically consists of a central node, which

represents the main decision to be made, and

branches that represent the possible outcomes of
that decision. Each branch can then have its own

AARA

sub-branches, representing the possible outcomes

of the next decision, and so on. 4
When to Use ® == -
o Evaluating possible outcomes and their 43 uuuuuu

probabilities. Click here to use template

Quantifying risks and rewards.

Structuring decision-making logically.

Analyzing trade-offs and uncertainties.

Communicating decision paths visually.

How to Use ©®

@ Clearly outline the decision you need to make. Is it a business strategy, project path, or
personal choice? It helps to lay the foundation for an effective decision-making process.

@ List the viable options at hand. These are the potential branches of your decision tree,
representing different pathways to consider.

e For each option, assess the potential outcomes and consequences. Use data, research,
and expert insights to weigh the pros and cons, allowing you to make an informed
choice.

0 Once you've evaluated all options, follow the branches to their logical conclusions. The
Decision Tree Template will lead you to the optimal choice, backed by an analysis of
potential outcomes.

Creately Resources

© 13 Decision-Making Techniques and Tools for @ Decision Tree Examples
Business
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Brainstorming

Mind Map

A mind map is a visual representation of information
that helps organize thoughts, ideas, concepts, or
tasks around a central topic or theme. It typically
starts with a central idea or keyword, which
branches out into related subtopics, creating a tree-
like structure. Each subtopic can further branch out
into more specific details. Mind maps use keywords,
images, colors, and connections to create a visually
engaging overview of information.

When to Use ®

Brainstorming creatively.

Planning projects or tasks.

Visualizing relationships.

Taking structured notes.

Problem-solving collaboratively.

How to Use ©®

Click here to use template

@ Central idea: Start with a central keyword or topic in the middle of the page.

@© Branches: Create main branches radiating from the central idea, each representing a key

subtopic or category.

9 Sub-branches: From each main branch, add smaller branches for more specific details or

ideas related to the subtopic.

o Keywords and images: Use concise keywords and images on each branch to represent

concepts. Keep text short and visual.

© Hierarchy: Arrange branches in a hierarchical manner, with main topics closer to the

center and subtopics farther out.

@© Connections: Draw lines or arrows to show connections between related branches,

indicating relationships or dependencies.

Creately Resources

© Mind Mapping Software © Mind Map Examples

& How to Use Mind Maps for Perfect ® Use Mind Maps Effectively in a

Elevator Pitch

® How Mind Maps Increase Productivity O Mind Maps for Business Thinking

& Save Time
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Brainstorming

SCAMPER Template

The SCAMPER template is a brainstorming tool that
allows you to generate ideas and transform them
into tangible solutions. Each letter in the acronym
prompts a specific angle for idea generation:

o Substitute: Identify elements that can be
replaced to enhance the concept.

o Combine: Fuse different ideas to create
something entirely new and exciting.

» Adapt: Modify aspects to suit a different context
or purpose.

» Modify: Alter and refine components to boost
functionality and appeal.

» Put to Another Use: Imagine alternate
applications for existing concepts.

 Eliminate: Trim unnecessary elements to

streamline and refine the idea. Creately Resources

» Reverse/Rearrange: Flip perspectives and
® The Ultimate List of Visual Creative

Thinking Techniques for Your Next

When to Use ©® Great Idea

® The Best Ideation Techniques for
Remote Teams

arrangements for fresh insights.

Generating new ideas or solutions.

Overcoming creative blocks.
Innovating existing concepts. & SCAMPER Examples
Reframing problems for fresh perspectives.

Enhancing products or processes.

How to Use ©®

o Identify the concept or idea you want to explore. Frame it as a question or challenge.

© Apply the SCAMPER principles — Substitute, Combine, Adapt, Modify, Put to another use,
Eliminate, and Reverse —to dissect your concept. This sparks inventive ideas by
prompting you to view them from various angles.

© Engage with the generated ideas. Identify the most promising ones and refine them
further. Combine different SCAMPER techniques for a synergy of creativity.

@ Organize your ideas visually using the SCAMPER Map template. This clear overview of
your innovative pathways helps you choose the best direction forward.
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Documentation

BPMN

Business Process Modeling Notation (BPMN) is a

standardized graphical notation used to visualize

business processes in a clear and understandable

Opening

Intranet
»
58
g
3

way. It provides a visual representation of various
aspects of a business process, including its

activities, decisions, events, gateways, and flows,

Word Processor

allowing organizations to model, analyze, and

Posta Job

communicate their processes effectively.

When to Use ®

Documenting business processes.

ooooo

Manual
Pl
e
3
2
“g

Publish
o
Posting

Website

Representing workflow logic.

Analyzing process efficiency. Click here to use template
Standardizing process documentation.

How to Use ©®

@ Identify the process: Choose the specific business process you want to model.

@© List process steps: Break down the process into individual steps, from start to finish.
© Draw the BPMN diagram: Using the correct notations, draw the BPMN diagram.

o Connect symbols: Use arrows to connect the symbols in the sequence they occur.

e Add information: Inside the symbols, add details like task names, who's responsible, and
any important data. This provides clarity and context.

G Use swimlanes: If different teams or roles are involved, use swimlanes to show
responsibilities.

Creately Resources

© BPMN Software © 5 Tips to Master Business
Process Modeling

S BPMVN Templates to Model Business ® What is Business Process Modeling
Processes

® Business Process Modeling (N Importance of Business Process
Techniques Modeling
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Documentation

Employee Journey Map

The employee journey map is a tool that helps
visualize an employee’s progression within an
organization, from hire to exit. It aims to add value to
the employee by identifying his/her skills, areas of
expertise and improvement to create growth

opportunities accordingly. It gives employees a clear G| s
picture of what their journey will be like in the R .. (O .- (-

aaaaaaaaaaaaaa

company.

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Analyzing employee experiences.

Visualizing the employee lifecycle.

Identifying pain points and opportunities.
Improving employee engagement.

Mapping touchpoints and interactions.

How to Use ©®

@ Assemble key stakeholders to pool insights, ensuring a holistic perspective.
e Identify employee personas to empathize with distinct experiences.
© Plot employee interactions, pain points, and delights within each phase.

© cContinuously refine by analyzing feedback, adapting strategies, and nurturing ongoing
improvements.

Creately Resources

@ Train and Mentor New Employees & How to Train Remote Employees | Best
Remotely to Build a Productive Practices and Tools
Workforce

® The Easy Guide to Employee © Ease the New Employees Onboarding with
Performance Planning Editable Onboarding Templates

© A Step By Step Guide to Set KPIs for
Team Members
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Documentation

Organizational Chart

An organizational chart, also known as an org chart or

hierarchy chart, is a visual representation of a

company's structure that highlights the relationships

between different roles, positions, and departments
within the organization.

When to Use ®

Showing reporting relationships.

Communicating team structures. == =
lllustrating departmental divisions.

Understanding roles and positions.

Onboarding new employees.
Planning for growth or restructuring. Click here to use template

How to Use ©®

@ !dentify roles and departments: List all key roles and departments within the
organization, from top-level executives to lower-level positions.

© Hierarchy arrangement: Determine the hierarchy of positions, including reporting
relationships. Place higher-ranking roles at the top and follow down with subordinates..

e Chart format: Choose a suitable format, such as a hierarchical structure with boxes and
lines, for your chart.

© Add positions: Use boxes for each role and connect them with lines to indicate
reporting relationships. Align boxes to show hierarchy levels clearly.

© Position details: Include job titles, names (if applicable), and a brief description of each
role within the boxes.

G Review and refine: Double-check the chart for accuracy, clarity, and alignment with the
organization's structure. Make adjustments as needed, ensuring the chart clearly
reflects the current hierarchy and roles.

Creately Resources

© Org Chart Software @) Org Chart Examples @ Project Organizational Chart Template

© 7 Types of Organizational @) Organizational Chart Best Practices @) Advantages and

Structures for Companies for Meaningful Org Charts Disadvantages of
Organizational Charts
Structures

9 Manage your Project better 9 How Organizational Charts can
with Organization Charts Help Flat Organizations
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Documentation

Service Blueprint

A service blueprint is a diagram that illustrates the
end-to-end customer service experience, along with
the internal processes, interactions, and touchpoints

that support it. It provides a comprehensive view of = . . . . . . .

how a service is delivered, highlighting the

Customer
Actions

customer's journey, the roles of various

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

stakeholders, and the behind-the-scenes activities Fronstage

required to deliver the service effectively.

When to Use ®

Analyzing service delivery gaps.

Enhancing service quality and efficiency.

Enhancing customer experiences.

Click here to use template

Collaborating on service design.

Designing or improving services.

How to Use ©®

@ Define the service: Clearly identify the specific service you want to blueprint, specifying
its scope and purpose.

© Map the customer journey: Outline the steps a customer takes when interacting with the
service, including touchpoints and key actions.

(3] Identify internal processes: Map out the internal activities and processes that support
each customer touchpoint, showing how the service is delivered behind the scenes.

O Add backstage & support processes: Show the backstage processes, such as employee
training, resource allocation, quality control, etc. required to deliver the service.

© Validate and refine: Share the blueprint with stakeholders, including team members and
customer representatives, to ensure its accuracy and gather feedback for refinement.

Creately Resources

© Service Blueprint Template

© What is a Service Blueprint
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Documentation

SIPOC Diagram

A SIPOC diagram is used in business process
improvement to outline the high-level components
of a process. The acronym SIPOC stands for
Suppliers, Inputs, Process, Outputs, and Customers.
Each element in the SIPOC diagram provides a clear
overview of the process and its relationships to help
teams understand and analyze a process in a
structured manner.

When to Use ®

Defining process scope.

Identifying key process elements.

Communicating process overview.

Analyzing process components.

Streamlining process understanding.

How to Use ©®

aaaaaaaaaaa

Click here to use template

@ Define the process: Choose the specific process you want to map.

© Iidentify suppliers: List the entities or sources that provide essential inputs or resources

to initiate the process.

@ List inputs: Specify the materials, information, or resources required from the suppliers to

start and execute the process.

@ Outline the process: Define the key steps involved in the process, highlighting the

sequence of actions.

@ List outputs: Identify the end results or deliverables produced by the process, ensuring

they meet the needs of the customers.

(6] Identify customers: Determine who receives the outputs and understand their

requirements or expectations from the process.

Creately Resources
© SIPOC Templates
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