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LORMAN

Lorman Education Services is a leading provider of
online professional learning, serving individuals and teams
seeking training and CE credits. Whether you’re looking
for professional continuing education or an enterprise-wide
learning and development solution, you will find what you
need in Lorman’s growing library of resources.

Lorman helps professionals meet their needs with
more than 100 live training sessions each month and
a growing collection of over 13,000 ondemand courses
and resources developed by noted industry
experts and professionals.

Learn more about Lorman’s individual programs,
economical All-Access Pass, and Enterprise Packages:

www.lorman.com
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Mind Mapping Crash Course:

Guidelines, Process, Use

There is more to a map than its shape and format. One of the
main purposes of mapping is to allow us to capture all the
thoughts and information that comes to us in random, 3-
dimensional order as quickly as it comes, so that later we can
convert it into a linear, usable format. When mapping, it's

helpful to follow these guidelines:

e Write just a key word or two, not long phrases or

sentences
e Write everything that comes to mind, it is brainstorming
e Be random, you can organize later
The process of mind mapping goes like this:

e Start in the center with the name or an image of the

topic
e Dump all thoughts in random order around the circle

e Look at the items and subgroup like things with like,

creating subtopics
e Flesh out each subtopic

e Arrange in a useable order starting at 1:00 and working

clockwise



e Convert the map to its final format: Document,

Presentation, Task List, Gantt Chart, etc.

Your brain can only hold onto 7 plus or minus 2 things at a time,
so map every time you catch yourself staring at a blank surface
(an indication that you are already mentally mind mapping

anyway). Use Maps to:

e Organize Thoughts - Just like you need a scratch sheet
to figure a math problem, use mind maps as the interim

step that takes ideas into actions, thoughts into plans

e Plan Documents, Presentations, and Conversations -
Isn't it easier to organize your thoughts outside your

head where you can see them?

e Overcome Worry and Anxiety — Your head is ruled by
emotion. Dump concerns out on a map to see them

objectively and create plans for handling genuine issues

e Take Notes - When we take full-sentence notes, our
brains think, “I don’t need to remember this; I have it
written down.” Writing in maps also allows you to
capture information in the order it was presented while
simultaneously arranging it in the order you will need to

use it — no more re-copying

e Accomplish Projects and Goals — People cannot do
projects, they can only do tasks. Mind map to break
projects down into categories, then smaller projects,

then actionable tasks — great for procrastination



Make Lists — Keeping things in your head is an
inefficiency. Mind maps create a visual that is easy to

recall even when the list is not in front of you

Create Databases and Spreadsheets — The point of
putting items in rows and columns is to organize them,
so plan the layout based on who will be using it and to

what end



The material appearing in this website is for informational purposes only and is not legal advice.
Transmission of this information is not intended to create, and receipt does not constitute, an
attorney-client relationship. The information provided herein is intended only as general information
which may or may not reflect the most current developments. Although these materials may be
prepared by professionals, they should not be used as a substitute for professional services. If legal or
other professional advice is required, the services of a professional should be sought.

The opinions or viewpoints expressed herein do not necessarily reflect those of Lorman Education
Services. All materials and content were prepared by persons and/or entities other than Lorman
Education Services, and said other persons and/or entities are solely responsible for their content.

Any links to other websites are not intended to be referrals or endorsements of these sites. The links

provided are maintained by the respective organizations, and they are solely responsible for the
content of their own sites.



