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Fast-Tracking Business Process Mapping. Simplifying Governance.

Welcome to the third edition of your Process Intelligence Companion
newsletter series.

In Edition #1, we introduced you to the six foundational levels
of BluePrintBI, the core pillars that support scalable, resilient, Insights
and intelligent business operations. (Reporting)

In Edition #2, we focused on how to get started with building
standard process documentation, giving you the tools to

capture your processes in a clear, consistent way. Tagging Framework

Today, we're taking it a step further, because
documentation that gets created but never updated

quickly becomes irrelevant. And irrelevant Process Risk Management

documentation is worse than having none at all.
Keep Documentation Up To Date

So let’s walk through how to keep your

) . Standardised Process
process documentation alive, accurate, Documentation

and valuable.

Keeping Your Process Documentation Up to Date
(Without the Overwhelm)

1. Treat Documentation as a Living System, not a project

Many teams fall into the trap of creating documentation once and then declaring the work “done.”
But the reality is that processes evolve constantly:

¢ New tools get introduced

e Responsibilities shift

e Regulations change

e Workarounds become the new normal

e Improvements happen organically over time

Your documentation should reflect these shifts just as dynamically. The best-performing teams
adopt a continuous improvement mindset instead of a once-off update cycle.

. BluePrintBI Tip: Use the automatic “Last Reviewed” timestamp to quickly identify which
processes are getting stale. Prioritise updating anything older than 6 or 12 months.



2. Build Documentation Tasks Into Existing Workflows

Updating docs shouldn't feel like extra admin. Here are simple ways to embed it into the flow of

work:

During onboarding: Ask new starters to flag outdated steps.

During process improvements: Make “update documentation” a mandatory checkbox
before a change is considered complete.

During handovers: Use documentation as the handover tool — gaps naturally surface and
get fixed.

During retrospectives: Add “What has changed that should be updated?” to the agenda.
When documentation becomes part of everyday work, it stays accurate without “extra
effort.”

BluePrintBI Tip: Add a simple workflow rule: any process that goes through change approval
triggers a reminder to update its documentation in BluePrintBIl before the change is closed.

3. Assign Clear Ownership

Good documentation fails when “everyone” is responsible, which usually means no one is
responsible. Instead, assign:

A Process Owner » accountable for accuracy
A Documentation Steward - responsible for maintaining the document
A Reviewer » ensures compliance and quality

These don't need to be full-time roles. In fact, they're most powerful when embedded in the

team.

BluePrintBI Tip: Use the built-in roles for Process Owner, Reviewer, and Champion.
Assigning these upfront ensures that every process has clear accountability and no
documentation falls through the cracks.

4. Use Versioning to Track What Changed (and Why)

Maintaining clear version history helps you:

Understand why a change was made
Roll back if something breaks

Track how updates impact performance
Meet audit or compliance requirements

With BluePrintBl, this becomes effortless. The platform automatically keeps separate versions of
every process. All you need to do is review the process and publish when you're ready. You decide
how frequently you want to update your processes and BluePrintBIl will remind you when the
next review is due.

This ensures your documentation stays accurate without adding administrative overhead.

BluePrintBI Tip: When you publish a new version, add a short “What's Changed” note in the
process description or comments. It only takes a few seconds, and it helps teams understand
updates instantly.



5. Conduct Regular “Process Health Checks”

A quick quarterly review goes a long way. Here's a simple checklist:
? Is the process still being followed as written?
L Have tools or systems changed?
) Are there new exceptions or scenarios that aren't documented?
hil Are KPIs or turnaround times shifting?
28 Has team structure changed?

Think of this as preventative maintenance, like servicing a car before a breakdown.

BluePrintBI Tip: Schedule recurring review cycles directly inside BluePrintBI. The system will
automatically remind the right people when a quarterly (or annual) check is due.

6. Make Updates Easy with Templates and Standardisation

One of the biggest barriers to maintaining documentation is inconsistency. Different layouts,
different terminology, different formats, and suddenly your documentation landscape becomes
chaotic.
With BluePrintBlI, you don't need to create or maintain templates yourself, the system generates
standardised documentation for you. Every process follows the same structure, ensuring clarity
and consistency across your entire organisation.
To make updates even easier, BluePrintBl includes prepopulated dropdown lists for key fields,
helping users select the correct terminology, categories, and process attributes without
guesswork. This means:

¢ No formatting issues

¢ No missing sections

e No inconsistent terminology

e No reinventing the wheel

When updating documentation is simple and streamlined, it actually gets done and stays done.

BluePrintBI Tip: Rely on the prepopulated dropdown lists to keep terminology consistent
across teams. Consistency makes your documentation easier to update and easier to trust.

Final Thought: Good Documentation Protects Your Business

Updated documentation is more than admin. It's:

e Arisk reducer

e A training accelerator

e A quality assurance mechanism

e A scalability enabler

e Asingle source of truth
And most importantly, it empowers your people. Your processes evolve daily. Your
documentation should evolve with them.

Did you know? Teams forget up to 70% of new process information within 24

hours if it isn't documented. Keeping your documentation current isn't just
admin, it's protecting organisational knowledge.




Coming Next:

Newsletter Edition #4 will dive into Process Risk Management and how to identify, track, and
mitigate risks directly within your process landscape using BluePrintBI.
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